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USES OF SPEC KITS

The Systems and Procedures Exchange Center (SPEC) is a
clearinghouse operated by the Association of Research
Libraries, Office of Management Studies that provides a central
source ot timely information and materials on the management
and operations of brge academic and research libraries. It
facilitates the exchancp of knowledge and documents through
SPEC Kits, which are distributed ten times each year to ARL
members and other interested libraries. The Kits include
topically-arranged groupings of unedited primary source
documents - selected for their value to administrators and
decision-makers - that illustrate a wide range of alternative ap-
proaches to specfic issues.

Kit documents come from general membership surveys and
from selected libraries contacted directly by SPEC, and most
Klts are produced within six months of surveys. The documents'
value comes from their variety of ideas, methods, and solutions.
They are rot viewed as finished products, but rather as points of
departure for a library's planning_efforts and as stimulants to in-
novative approaches to problem-soMng. As such, Kits do not
present answers or presciiptions for any one libranf instead
they illustrate how selected ARL members are planning for or
dealing with parlicubr issues. The worth of any one Kit to a par-
ticular library will depend upon the specific topic covered and
the library's stage of development in that area.

Materials are selected according to the following criteria:
Presents an approach of potential value to administratoi
and decision-makers
Timely, and dealing directly with the topic under cor
sideration
Probability of application of ideas or thinking to othe
library situations
Illustrative of actual practice, rather than theoretical
Understandable, readable communication

All together, the rnaterials should provide a range of alternative
approaches that complement each other, provide variety, anc
stimulate comparison and contrast.

Libraries can take advantage of the Kit compilations in c
number of ways. Administrators can evaluate the assumptions
methods, and results of other libraries approaches; compare
and controt therm and use the !earnings in their own situations
Library staff members can use the kits as professional develop
ment and current awareness tools. Committees and task force:
can use them to begin a review of current practices. And the
Kits can identify other persons or places to contact for furthei
information Back-up files in the SPEC office also are available
for loan to member libraries. In addition, SPEC will conduct on-
demand surveys or analyses geared specifically for a single
library.

EVALUATION

Kit Title/Number

1. Which uses did the library make of this Kit?

Z Please indicate how useful the Kit was for these purposes.

0 Very Useful 0 Quite Useful 0 Somewhat Useful

3. Do you have suggestions for this Kit or for future Kits?

(optional)

0 Not Useful

NAM E

LIBRARY

PHONE

Please return this form to the SPEC Center, OMS/ARL "627 New Hampshire Ave., N.W., Washington, DC 20036.
1/82
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COLLECTION DEVELOPMENT ORGANIZATION
AND STAFFING

rrie collection development function is one of the stable
features of research libraries, yet there may be no other unit
that currently shows as much diversity in composition and
reporting relationships. Over the past several years, libraries
have moved from an emphasis on building collections to
managing information resources. Today's collection
management activities also include evaluation, budget
administration, identification of materials for preservation,
and decision-making regarding weeding, remote storage, and
pariicipation in cooperative programs: In addition, the
collection management staff is responsible for selecting a
wide variety of materials including audiovisual media,
software, and data files.

To examine changes in organization and staffing. SPEC
surveyed the academic members of the Association of
Research Libraries in Fall 1986. The focus of questions was
on changes within the Past three to four years. Responses
and materials submitted by 53 libraries indicate three basic
trends: 1) Continuing changes in the organization and
staffing of collection development; 2) increasing emphasis
on formal training and liaison with teaching faculty; and 3)
growing interest in the development and_execution of studies
on the cost, performance, and analysis of the collection
development/management function

ORGANIZATION. The organization of collection
development and management functions usually falls into
one of three patterns: 1) a staff largely composed of full-time
bibliographers with responsibilities assigned by academic
department, language or subject area; 2) a decentralized staff;
where a significant number of professional staff have some
collection development responsibilities; and 3) a staff with
some combination of full-time bibliographers and other full-
time staff who work as selectors part-time. Analysis of
questionnaire responses did not show a correlation between
the percentage of total professional staff involved in
collection development and libraries materials budgets.
However; libraries with mPterials budgets of at least $2.5
million generally reported using about 20 professional staff
members as part-time selectors. As materials budgets
approached $3.5 million, libraries usually reported about 30
part-time selectors.

ISSN 0160 351

Almost all libraries responding to the questionnaire indicated
the presence of a collection development or management
unit. However, mere was wide variety in titles of the
individuals in charge, their responsibilities, and spans of
control. Internal structures ranged from a unit composed of
no fulkime bibliographers and over 40 parkime selectors,
to units with more than 20 full-time bibliographers.
Between these two extremes were many combinations.
Based on responses from 34 libraries, the number of full-
time bibliographers ranged from 1 to 23, with an average of
6: Among the 50 libraries reporting on part-time selectors,
the range was from 4 to 46, with an average of 21 selectors;

The structure that appears to be most common is a core of 4-
6 full-time bibliographers complemented by about two
dozen part-time selectors. In cases where there are a large
number of part-time selectors, many libraries have appointed
coordinators, often organized into humanities, s'ocial
sciences, and sciences groups. Such coordinators usually
report to the head or director of collection development.

The recent SPEC Kit #129; Organization Charts in ARL
Libraries (November-December 1986) discussed the
organizational location of collection development units in
61 ARL libraries. Documents reviewed for this kit confirm
the finding that the common reporting line is directly to the
university librarian in 50 percent of the libraries studied.

STAFFING AND ACTIVITIES. Of the 53 responding
libraries, six reported a complete change or significant shift
from full-time bibliographers to part-time selectors. Five
libraries reported some movement in the opposite direction,
i.e., from part-time selectors to full-time bibliographers:
Twenty libraries reported other changes including the
addition of parki.--ie selectors and the creation of new
positions. The remaining 22 libraries basically have kept
collection development staffing the. same.

Traditionally, collection development has used gaff from
public services, and mere specifically from reference. Over
the past three years, however, them has been a movement
toward using part-time selectors from other departments,
including the non-public services areas of acquisitions and

The Systems and Procedures Exchange Center (SPEC) is operated by the
Association of Research Libraries, Office of Management Studies,

1527 New Hampshire Avenue, N.W, Washington, D.C. 20036. Telephone (202) 232-8656.



catalogin& Among the 53 responding libraries, the approximate
percentage of total professional staff involved in collection
development ranged from 10 percent to 75 percent; with an
average of 40 percent.

IncreaSing Staff involvement haS been due in part to such factors
aS Staff shortageS, budget conStraints, and the influence of new
technologies. However, by using more Staff for collection
development, libraries often find that their subject and foreign
language expertise is enhanced. In addition, the involvement of
more staff provides additional opportunities for building a
collection that is responsive to users' needs.

The amount of tune that part-time selectors spend on collection
development is determined in a variety of ways. It can depend on
the subject responsibilities, individual and departmental
prioritieS, or amount of funds to be expended, but usually it
appears to be negotiated and determined by discussion between an
individual selector and supervisor during an annual goal-setting
process or review: Submitted documents did not reveal the use of
formulas for establishing division of titri.;

QUALIFICATIONS, TRAINING AND
EVALUATION. Educational requirements and minimum
qualifications for bibliographers as reflected by submitted
documents indicate that advanced subject degrees are desirable, if
not required. Several librarieS reported that they are experiencing
difficulty in finding librarianS With foreign language competence.

The training of librarians new to collection development iS
receiving increasing attention. A number of guidelines and
checklists, as well as handbooks and manuals for bibliographers,
are now is use. Almost one-fourth of the respondents indicated
that some type of collection development manual was in the
planning or revision stage. Libraries also report conducting
workshops and inhouse presentations covering basic concepts of
collection development. In many cases, new bibliographers and
selectors Work cloSely with experienced staff during a training
period. As collection development becomes more decentralized,_
various aids are being developed in order to communicate specific
subject responsibilities and schedules to litrary staff and external
constituents.

Performance measures for collection management activities are
13ing developed in several libraries. However, submitted
performance evaluation documents did not reveal any formal use
Of measures specifically for collection development personnel.
One library Which had implemented performance measures two
years ago has since reorganized collection management functions,
and has stopped using the meastires. Factors considered most
often in evaluations Include professional knowledge and skill,
quality and quantity ot work, judgement and decision-making,
and work relationships: Several libraries require a
review/evaluation involving library and unit goals and objectives
on an annual basis.

TRENDS AND NEEDS. Building and maintaining a
collection usually has inVolved the cooperation of teaching
faculty. With the current interest in improVing library-scholar
communication; some libraries are developing new ways of
encouraging faculty to serve as advisors and consultants for
collection development decisions arid planning: Establishing a
sound working relationship with teaching faculty is often
mentioned in position descriptions. In addition to working with
faculty on an ongoing basis and seeking their views regarding
the direction of teaching programs and scholarly research, library
liaiSonS alSo are Involving instructional faculty in special
projects such as collection assessment, serials cancellations and
transfer of materials to remote storage.

A fairly recent development in ARL libraries has been increased
participation in the North American Collection Inventory Project
(NCIP), which has provided a number of libraries with a
mechanism for assessing collections, refining collection
policies, and developing staff expertise in the collections
management area.

The area of collection management is receiving renewed interest
from an administrative perspective today. As functions become
decentralized through the use of more staff across departmental
lines and as tasks become more complex, innovative
management approaches are needed: One response has been the
addition of coordinators who oversee groups of selectors.
However, libraries are still working to develop performance
measures and ways of establishing division of time for part-time
selectors. Because of these and other needs, collection
deVelopment is a promising area for a management information
system, Which can serve as a tool for planning and analysis.

The SPEC Kit on Colle( non Development Organization and
Staffing (#131; February 1987, 121 pages) contains selected
SPEC survey results; illustrations of the organintion of 14
collection development units; position descriptions from 15
libraries, 10 examples of orientation and training aids, and 3
study reports.

* * *

This flyer and kit was prepared by
James E. Bobick, Associate Director,

University Libraries, Case Western Reserve University, as part
of the OMS Collaborative Research/Writing Program.

SPEC Flyer copyright 1987© by The Association of Research Librarie Office of Malagement Studies. This SPEC Flyer may not be
reproduced in any form without permission from the publisher.

SPEC Kits (ISSN 0160 3582) are available by subscription through subscliptions services or direct from the publisher. Individual
tssues cost $20.03, pluS $5.00 postage outside the U.S., throug;t distributors or direct. (ABI_membei price $10.00.) Prepayment is
required. If ordering direct; send check payable to "ARL Office of Managemat StudieS" to: SPEC, Office of Management Studies, 1527
NeW HampShire Ave., N.W., Washington, D.C. 20036. Order by Kit Number and Title. Direct Order Forms listing back issues and
Subscnption Forms are available from the same addreSs.
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TO: SPEC Liaisons Offid of

*17
, =boo of Ruaaickflbriuiss

202-232-8656

SEIECTED-SREC-QUESTIONNALRE-RESULTS

CALL FOR DOCUMENTS ON
COLLECTION DEVELOPMENT ORGANIZATION AND STAFFING

SPEC
Question 1/3

3. How many bibliographers and selectors does the library have?
(Indicate "0" if none)

range = 1-23 ma Full-time (34 Respondents)en = 6

mean = 21 Part=time (50 Respondents)
:
-0/7-6-75%

*mean = 40% Approximate percentage of total library staff
reflected by above

*Percentage reflects total professional librarians.

SPEC
Question #4

4. In the past three to four yearsi_has the library:
(dix libraries) =. 11% moved from full-time bibliographers to time/adjunct selectors

(five libraries)= 9% moved from part=time/adjunct selectors to full-time bibliographers

(22 libraries) 427 kept collection development staffing as it is

(20 libraries) = 38% Other

Responding libraries reporting a significant shift from full-time bibliographers
to part-time/adjunct selectors included:

Colorado State University Cornell University Louisiana State Universit:
McGill University Michigan State University UC, Irvine

Responding libraries reporting a significant shift from part-time/adjunct selectors
to full-time bibliographers included:

Brigham Young University Tulane University Temple University
University of Notre Dame Yale University

SPEC
Question #8
8. Does the library provide training for new collection development staff?

36 yes
lo no

Seven of the surveyed libraries did not respond to this question

1
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SELECTED SPEC _QUESYrONNAIRE RESULTS (continued)

SPEC
Question #9

9. Does the library use performance evaluation forms/procedure5 for collection
development personnel?

_19 yes
__10 no

Four of the Surveyed libraries did not respond to this question.

' SPEC
Question #11
11. Has the library conducted any studies or comparisons of costs related to
the collection development function? (For example, percentage of selector's
salary as related to bOok funds to be expended. We are not interested in .

analyses of the materiais budget.)

4 Yes
43 no

Six of the surveyed librarieS did not respond to this question.
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BROWN UNIVERSITY

POLICY I . 5
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CASE WESTERN RESERVE UNIVERSITY
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COLORADO STATE UNIVERSITY
CURRENT

Access Services
Divisi p Head (4 departments)

1 Preservation I [Circulation Department
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2 People

Reference Dept.
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1

Divivi n-Resd- (9 departments)

1/29/86

PROPOSED

(This became official June 1, 1986)

Access Services
fDivisio Head

Preservation Circulation Dept.
14-people

(3 departments)

I Collection/Reference Services
HDivj.io Head

soc sct.
3 people

Interlibrary Loan Dept.
3 people

(3 departments)

_Social Sciences/Humanities
Collection/Reference Services

-42-r-People

Sciences/TechnoIogy
Collection/Reference Services

ATSL Branch

7

18

Special Collections/
Archives
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Note: dotted line indicates policy authority
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uuLuNzla UNIVMCO11I

LIBRARY RFISaJRCES man,

_
Principal Administrator: Director, Library Resources Group

Parent Unit: Office of the Vice President for Information Services and
Univertity Librarian

Role: To develop and preserve library collections suited to Columbia's

needs

Otrectives:

1. Strengthen Columbia's national and world position as a scholarly

institution.

2. Build retourcet to support actual instructional activities of the
university, frequently short-term, expendable, flexible.

3; Build resources to support the present and future research needs of
the university, primarily long-term, permanent, balanced.

4. Build resources to support commitments to regional and national

resource plans.

5. Preserve the collections.

FUnctions:

1; Participate in planning use of CoMPUter technology in the librarieg.

2. Recommend batic allocations for resources activities;

3. Contrbl budgets for funds allocated to the Resources Group.

*4. Exercise over-all control over resource expenditures through the
library system.,

5. Establish and et:in:A-de polity for t011ection_development, including
purchases, giftt, exchanges; documents, etc;

E. Plan and tarry oUt programs and services of collection development.

7. Socure.appropriate resources by identifying Materials needed in

developing the collections.

8. Monitor acquisitions PoliciéS of all units Within the library

system.



9. Solicit and_coordinate subject knowledge of service unit personnel
in collection development.

10. Participate in decisions for location of collections.

11. EStablish and enforce policies regarding preservation of lihrairy
resources.

12. Plan and carry out programs of collection preservation.

13. Identify materials that require preservation decisions in terms of
binding, filming, special care, reprinting, or other maintenance
activities.

14. Participate in decisions relating to the organization of th,=.

collections.

15. Participate in pnoviding in=depth reference assistance.

16. Relate library resources to instructional programs hy working in
planning projects, developing curricula and making presentations
in classrooms.

17. Train and revise professional and clerical staff in resource-related
Activities.

Key Wrking Relationships

I. Library units in Support Group.
2. Library units in Services Group.
3. Distinctive Collections.
4. Faculty, researchers, students.
5. Libraries and other organizations Involved in regional and national

resource planning.
6. Planning Office.

Reports

Each unit is responsible for periodic reports to its parent unit and
information reports from the head of the unit to his/her staff.

Performance And evaluative criteria

1. Growth, development, and preservation of collections according to
plans.

2. Research support of the level and quantity planned.

10
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COLUMBIA UNIVERSITY LIBRARIES
Unit Name: RESOURCE DEVELOPMENT DIVISION

Principal Administrator: Assis.ant Director for Resources

Parent Unit: Resources Group

Sub-units: Resource Development Committees for
1. Social Sciences
2. Humanities and History
2. Sciences

To develop information resources for the Columbia
University Libraries.

Objectives:

1. Bring together staft possessing expert information,
library, subject and language skills for the development
of locally held and shared information resoui.ces required
by the academic community.

Develop and maintain an up-to-date collection policy
based on actual :tnstructional activities, present and
future research needs of the university, and comtinuing
intra-university resource sharing and national consortial
commitments.

3. Assist in acquisition provision of reference service, and
bibliographic control of materials in special languages.

4. Participate in preservation, maintenance, and management
of the collection.

Functions:

1. Participate in planning for the Resources Group, including
recommending, preparing, and monitoring budgets; preparing
reports OD faculty reSearch and instructional programs;
doing analyses of the collection and of availability of
needtni information resources.

2. Recommend_policies for collection development; revise and
keep policies up-to-date.

3. Operating in the context of established budget
allocations, make informed and timely resource
selection decisions based on collection development
policy, to receive the greatest value from the funds
spent.

11
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4. ASSiSt in implementation of policies regardiag collection
managemPent and maintenance, including storage,
preservation, deacquisition, and microform conversion
decisions.

5. Promote faculty mad student awareness of reources
through a variety of liaison activities designed to
facilitate intelleabual and ph7sioal &mesa to the
collections, incuding partioipation in public service
activities, service on faculty committees, membership and
attendance at msetings of scholarly professional
organizations.

S. For specified languages: assist in the acquisition of
material through purchase, exchange, and receipt of gifts;
participate in the production of bibliographic control
records; assist in cataloging.

. Train, developl and evalLate the performance of staff in
the unit to achieve the highest level of performance.

Key workino relationships:

Internal: 1. Library units in Service and Support groups.
2. Distinctive collections.
3. Bibliographic Control Division.
4. Planning Office.
5. Systems Office.

External:
1. Faculty, researchers and students.
2. Appropriate members of Research Libraries Group
and other consortial partners.

Reports:

Annual report of Assistant Director to the Associate Librarian for
Resources;

Annual reports from area bibliographers

Performance- and- Evaluative Criteria-I-

1. Growth, development, maintenance, an& preservation of the
collections according to plans and policies.

2. Academic community's satisfaction with availability or
access to materials needed.

3 . Accuracy of records and repOttt produCed.



Unit Name: COLUMBIA UNIVERSITY LIBRARIES
RESOURCE DEVELOPMENT COMMITTEES

.11.11=1111

Principal Administrator: Chairpersons

Parent Units Assistant Director for Resource Development

Sub Units: 1.Humanitie 4nd History
2.Sciences
3,Social Sciences

Role: Operating in the context of established collecting
policies, to provide a forum for communication and
problem solving among steff members involved in
coordinated collection development and between this
Staff and other units and the Assistant Director for
Resource Development, to recommend changes in current
collecting policies or practices.

Objective:

1. Facilitate communication among staff members involved
in resource development and between this staff and other units of
the libraries.

2. Review selection practices with the purpose of
maintaining conformity with established policy and receiving the
greatest value from the funds spent.

3. Recommend changes in resource development policy.

Functions:

1. Conduct regular meetings.

2. Review budgetary limitations, RLO and other
consortial commitments, access to information outside the
libraries, the current curriculum, and current and future
research needs to recommend changes in Columbia University
Libraries' collecting policies, particularly as embodied in the
o conspectus and Current collecting volicies

3. Prepare annual summary of those developments in
information processing, storage and retrieval, faculty research
and curricular activities at Columbia which have implications for
resource allocation and modifications of collecting policies,
making recommendations for such changes where appropriate.
Chairperson writes report based on data supplied by members.

4. Review current collection practices including review
13
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of order requests, particularly of serials, involving expensive
items, duplication of titles held by other library utits, titles
of questionable value to Vle collections, titles apparently
felling out of scope for the library units requesting them,
titles in relation to RLG commitments, and other titles as
identified for review by the Assistant Director for Resource
Development.

5. Identify, make recommendations and set priorities on
major preservation projects. Assist in making dtcisions on
large scale transfer of materials to storage or conversion to
microformat for collection maintenance.

6. Identify and transmit other broad concerns relating
to resource development interests and library planning and
operations to appropriate channels for discussion and resolution.

7. Present informational programs on resource
development topics of general interest, such as publishing
trends, changes in information technology, reports_ on resource
sharing projects, which may have a bearing on local practice.

Key working relationships:

Internals
1. Directors and Assistant Directors of Services and Support

Groups
2. Particular library units in Services and Technical Service

groups, especially Bibliographic Control, Acquisitions,
Interlibrary Loan

3. Preservation Department
4. Budget and Planning Office

External:
1. Faculty, researchers, students
2. Selection officers at Research Library Group libraries and
other organisations with which there are consortial agreements

Reports:

1. Minutes of meetings (to other resources committees,
Assistant Director, and to Director of Services)

2. Annual report on developments in research and
curriculuM within the university and their resources
implicatiOns (to Assistant Director)

Performance and Evaluative Criteria:
14



1. Growth, development, preservation of collections according to
plans ud policies.

4. Academic community's satisfaction with availability of
materials needed.

Rotes:

These committees, including the Chairpersons, are to be appointed
by the Director for Resource Development, with the advice of the
Directors of the Services and Support groups and Librarians of
the Distinctive Collections. The term for the committees,
including the chairpersons, is one year, with appointments made
to begin with the academic year. The Assistant Director for
Resource Development is ex-officio metber of each of the three
committees.

A Resource Development Steering Committee, made up of the
chairpersons of each of the three Resource Development Committees
and the Assistant Director for Resource Development will
coordinate the work of the three committees.

sf 4/4/85 draft



IOWA STATE UNIVERSITY LIBRARY

COLLECTION DEVELOPMENT DIVISION - ORGANIZATION CHART
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28

COLLECTION DEVELOPMENT
Rev; 4-8$

COLLECTION DEVELOPMENT

BIOLOGICAL SCIENCE&

AGRICULTURE

PHYSICAL SCIENCES/

ENGINEERING

HUMANITIES

SOCIAL SCIENCES

Children's Literature

Education

English/American Literature

Home Economics

MUSIC

Veterinary Medicine

SPECIAL

COLLECTIONS

I

AMERICAN ARCHIVES OF

HTE_FACTUAL FILM_

UNIVERSITY ARCHIVES

29



4

CDPM

ORGANIZATION OF COLLECTION DEVELOPMENT
AT THE IOWA STATE UNIVERSITY LIBRARY

The object of this document is to clarify the responsibilities of the
collection development staff to outline a structure that would provide for

smooth and effective functioning of the collection development.

I. Collection Development Responsibilities

The over-all responsibility for coordinating collection development

and management lies with the Assistant Director for Collection Development.

Specifically this responsibility includes the following:

1. Review and confirmation of staff assignments for collection

development/management in specific subject areas.

2. Preparation of budget requests and allocations of funds based on

information received from acquisitions departments and collection
development staff.

3. Development of selection policies and procedures.

4. Assisting in the development of liaison with academic departments
and faculty members.

5. Coordination of the flow of orders in accordance with available
funds and personnel.

6. Assisting in the development of priorities for expensive purchases.

7. Reviewing and approving of proposals for purchases of collections.

8. Approval of purchaseS of exOenSive item§ as stated in separate

documents.

9. Administrating the Collection Development Unit.

IO; Chairing the meetings of the Collection Development Council.

Sharing of information concerning budget, selection policies,

acquisitions procedures, and other pertinent documents with
collection development staff and others responsible for selection
of library materials.

3 0
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CDPM

In addition to the four full-time bibliographerS, Who constitute
Administratively the Collection Development Unit, a hoffibee of other staff
members currently participate in_ the_aelectiOn 6f library Materials. The
fellowing is a complete listing of staff membert carrYing sOecific collection
development responsibilities or assignments:

AreatSubject

Biological Sciences/Agriculture/
Earth Sciences

Children's Literature
Education
English & American Literature
Government PUblicationS
Home Economics
Humanities
Maps
Music

Physical Sciences/Mathematical Sciences/
Engineering

Reference_CollectiOn
Social Sciences_
Special Collections - Rare Books
University Archives
Veterinary Medicine

Name

Robert Sickles
Jean Kirk
David Tyckoson
Don Pady
Jan Fryer
Diana Shonrock
Ursula von Godany
Marilyn Moody
Collin Hobert

William Lee
David Tyckoson
Cindy Dobson
Stanley Yates
Laura Kline
Sally Peterson

While it is the prerogative of all librarians te tugget and recommend
books for purchase in areas of their particular e3tpertise or interest, the
primaiy responsibility for collection develeptent in 60écific subject areas
rests with the persons to whom these aubject Ateat haVe been assigned. This
responsibility involves working closely with faculty _theinberS in the various
academic departments since the selection eMphatiS 6hoOld reflect not onl.y
current course offerings_and research _ptegramS, but alSo long range plans
of the academic departments _concerned. It thay_ be neither possible nor
desirable to spell out all the _various taSkt And duties of bibliographers
and other subject selectors. The main reSponSibilities, however, can be
summarized as follows:

1. Surveying the quality and Adequacy of the collections in assigned
subject areas.

2. Developing and maintaining a liaison with faculty members.

18



3. Selecting current and retrospective library materials for all
collections in accordance with the Library's acquisitions policy,
specifically by:

a. reviewing books received on approval plans and deciding on
their retention or rejection .

b. monitoring approval plans (form selections, national
bibliographies - BNB,WR).

c; screening and approving faculty orders as necessary .

d. systematically checking specialized bibliographies and
second-hand book dealers catalogs.

4. To establish and maintain contacts with second-hand dealers in
specialized fields.

5. To develop jointly with faculty priorities for collection development
in Specific subject fields.

6. To work with other bibliographers and subject selectors as necessary
for selection of materials that may overlap two or more assigned
subject areas.

7. To recommend budget allocations for purchases in assigned subject
fields.

To manage purchases in accordance with allocated funds.

9. To provide annual reports on the year's activities and collection
development/management, including any significant purchase8.

10. To report to the Assistant Director for Collection Development
any new programs in academic departments that may affect the
collection development of the Library.

. To submit for approval to the Assistant Director for Collection
Development orders for expensive items as specified in separate
documents, as wall as other unusual requests.

19
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II. Structure of Collection Development

It must be recognized that the collection development in a large
university library is essentially intellectual in nature, and there ii a

need for different approaches to the various subject areas and for flexibility
in selecting and procuring different materials in these subject _fieldS.
Because of these reasons and the large number of people involved in selection,
a rigid structure following departmental organization of the Library it not
desirable.

Collection Development Council

The Collecton Development Council, chaired by the Assistant Director
for Collection Development, consists of all full-time bibliographers and
the Head of_ the Special Collections. The Council meets on a monthly basis
to discuss all matters of concern to the Collection Development Division.

Every other month the Council invites to the meetings the Assistant
Director for Technical Services, the Head of Information Services Department,
as well as all subject selectors.

COLLECTION DEVELOPMENT
10-81, Rev. 7-84
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Ilechnical Services

MICHIGAN STATE UNIVERSITY LIBRARIES

ORGANIZATION CHART
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MICHIGAN STATE UNIVERSITY LIBRARIES

NEW ORGANIZATIONAL CHART

(Sept. 1986)
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NORTH CAROLINA STATE UNIVERSITY

COLLECTION DEVELOPMENT NARRATIVE

The Head of the Collection Development/Acquisitions Department

at North Carolina State University serves as the chief collection development

officer. Collectior development is the joint responsibility of the faculty

and the library staff. A library committee in each department provides

liaison between the library and the department and serves as a conduit for

requests from the faculty for library materials. The Head of Collection

Development/Acquisitions and the Assistant Director for Technical services

coordinate the work of the library committees and the library staff and

attempt to assure no important or relevant monographs needed for the collection

are missed. In addition, there is a selection committee for expensive items

and serials. Requests are submitted by faculty for serials and the Assistant

Head of Collection Development/Acquisitions coordinates the work and attempts

to assure no important or relevant serials needed for the collection

are missed.

The Librarian for each of the five branch libraries at North Carolina

State University select monographs and serials for their collections; but

because serials represent a continuing expense the serial titles selected are

reviewed by the serials selection committee (called Collection Development

Policy and Selection Committee).

At this time North Carolina State University has no bibliographers

in Collection Management. The Head of Collection Development/Acquisitions ha.:,

begun to involve members of the Reference Department with selection on a formal

basis. Reference staff members have always suggested titles to b-.2 added to the

collection, but Reference personnel now select using Library of Congress

Alert Service Cards. The new Head of Reference and the Collection Development/

Acquisitions Head hOpe to Arrange for a coordinated model where selected

members of the Reference Department will Spend a portion Of their time on a

23



regular basis for selection activities. There are certain objectional features

to such an arrangement when reference duties become heavy and the collection

development work must continue uninterrupted. If a model can be devised that

works, however, it should have excellent results. This does not obviate the

need of several bibliographers with subject expertise in the sciences,

engineering and technology--bibliographers dedicated to collection management

as a first duty who would also spend a portion of their time with bibliographic

instruction and database searching for users.



QUEEN'S UNIVERSITY
COLLECTION DEVELOPMENT NARRATIVE

7/86

At Queen's, there has been no separate department for collection
development. The Library'S role in collection development,
management_and assessment has been pervasive and complex, and has
involved staff in most areaS of the library system.

The Acquisitions_Librarian has been responsible for the co-
ordination of collection development, management and assessment,
and the chairing of the Collections Committee. Collection policy
statements are drawn ap by faculty departments according to a
format and definition of levels eStablished by the Library and
approved by the University. We use the "Stanford format". They
are then reviewed by the Acquisitions Librarian. Significant
changes are taken to the Collections Committee for review.

Acquisitions funds are allocated to the Library by the University
baSed on Library proposals for annual increases. Traditionally,
the University has been very supportive of the acquisitions
budget. The Library then allocates these funds for purchases by
department and by format of material -- health sciences,
education, lawt documents, and each of the departments in
humanities, social scienceS, pure and applied science, etc. has
its own allocation for books and JournalS. In addition, there
are general allocations for approval planS, reference and

, interdisciplinary materials, etc. These allocations are normally
drawn up by the Acquisitions Librarian for review and approval by
the Chief Librarian.

The Acquisitions Librarian reviews incoming requests for library
materials to ensure that they fit collection policy and can be
covered by the appropriate allocation, solving problems in
consuk,tation with faculty as they arise and with the Collections
Committee or the Chief Librarian if necessary.

The bulk of requests for library materials come from faculty
involved in teaching and research and via a departmental library
representative. However, selection for health sciences,
education, law, documents, special collections, reference tools
including bibliographiest and some Specific subjects (e.g.:
mining, civil engineering) is mostly done by librarians in those
areas. The Order Librarian has a special responsibility for the
monitoring and maintenance of the approval plans. The Serials
Librarian has a special responsibility for the continuous review
of serials subscriptionS and Standing orders with the
cancellation of appropriate titles and the addition of
appropriate new ones. All librarians have been encouraged to
request material to fill perceived gaps in areas covered by our
collection policy or in new areas we sense the University will be
involved in soon.

25
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The advantage of the Queen's system has always been the active
participation of the faculty in all matters relating to
collection development. Consultation between faculty and
librarians is on a day-to-day basis. This has ensured a close
match between what is collected and the teaching and research in
progress. Owing to the increased pressure on faculty in these
times of tight budgets and staff shortages, we are adding a new
Collection-Development Librarian position to Acquisitions this
year. It is hoped that the person in this position will be able
to assist faculty in several areas with the time-consuming task
of selecting new material.

The Collections Committee is comprised of the heads of the
various library units (circulation, documents, acquisitions,
cataloguing, reference, branch and faculty libraries). Its role
is to discuss and resolve difficult policy issues, or to
recommend action to the Chief Librarian if appropriate.
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TEMPLE UNIVERSITY

DRAFT
11 /85

Orianization of Collection Development

The department will consist of two full=time bibliographers
(for the socAai sciences, and humanities) working with the head
of collection development and with subject selectors (and possibly
some subject consultantsl. The question of whether or not to add a
full-time bibliographer for the sciences will be considered when
there has been time to see how well science collection development
responsibilities are net after the new position of assistant
librarian for the Engineering-Science Libraries is filled.

The-Bibliographers responsibilities would include:
1) Coordinating the work of the selectors in their areas.
2) Reviewing their selections in order to have an idea of what

is being added to the collections, rather than to approve or
disapprove of the items selected. (Only for new selectors would
the bibliographers be expected to need to pass judgment on the
material that had been selected.)

3) Actually selecting in their own special area
4) Pilling in for absent selectors or when selectors positions

were vacant.
5) Overall knowledge of the collection in their areas.
6) Overall faculty liaison, especially with new faculty.
7) Handling with some consultation with selectors:

a) Gifts.
b) Weeding.
c) Rebinds, mends, withdrawal of worn items.
d) "Replacement recommended."
e) RLG Conspectus.
f) RLG or NACIP Verification Studies.
g) Collection evaluations for academic programs.

8) Working with the head of collection developmemt and the
collection developient committee on:

a) Collection development policy.
b) Approval plan profiles.
c) Materials budget allocations.

The Subiect Selectors responsibilities would include:
I) Reviewing books received in approval shipments.
2) Selecting materials from approval forms And from reviews

within the limits of allocated discretionary funds.
3) Developing faculty contacts independently and as referred

by bibliographers.
4) Working or consulting with bibliographers as necessary ongifts, weeding, rebinds, replacements, etc.

I_XX1 generali selectors who were shared betWeen Reference and
Collection Development would spend about_7 hours_pat Week on
their collection development worki with some working aS
little as 3;5 hours per week and some as much as 100

A-consultant, Would serve as &faculty iiaison in hisiher subject
area and/or as an_expert in tbe field making Suggestions as tO
what might be added to the collection:, but would 00t htiVe

_

assigned hours for collection development or an allocation of
discretionary funds.

28
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TEMPLE UNIVERSITY

DRAFT

Collection Development Committee

Members: Head_JOf Collection Development (Chair); Bibliographers
for Humanities and Social Sciencest one elected/
appointed tPaley) Selector; Head of Special Collec-
tions; Head of Reference and Information Services; one
representative_from the Branches; Head of Engineering/
Science_Libraries; others? Associate Director for
Colledtion Development and Public Services?

Charge: To advise the Head of Collection Development on
Collection Development Policies for the Temple Univer-
sity Libraries including those relating to:

1. Materials selection.
2. Giftil.
3. Duplication of materials.
4; Materials in non-traditional formats.
5.
6.
7.

and on other relevant matters including:

1; Materials budget allocations.
2. Organization of Collection Development efforts.
3. Assessment of Temple Collections.
4.
5.
6.

and on Collection Development aspects of:

1. Establishment/retention of discrete collections.
2. Space prioritied.
3. Materials processing priorities.
4. Preservation.
5. Relations with networks and cooperatives.
6.
7.
S.
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ORGANIZATION CHART FOR COLLECTION DEVELOPMENT AND ACQUISITIONS DEPARTMENT

Department_Head

M. Buzzard, Librarian 1.00

Collection-DeVelbpment

J. Ariel, Assoc. Lib.*

o E. Broidy, Assoc. Lib.*

M. Fineman, Assoc. Lib.*

F. Forbes, Assoc. Lib;*

J. Gelfand, Assoc. Lib.*

D. Mixon, Librarian**

E. MacDonald, Librarian

A. McLean, Assoc. Lib.

E. Yeghiayan, Assoc. Lib.

_ Engineering Librarian*

Social Sciences Librarian*
46

Secretary/OPS

S. Porras, LA II 1.00

Asst. Department Head

E. MacDonald, Librarian .50

Gifts & Exchange Urdar_RectiVing

R. Milliganl LA IV L. Aranda, LA IV
Section Head 1.00 Section Head 1.00

F. Downsi LA III .55 L. Dien, LA II 1.00

Student Assistants K. Liston, LA II 1;00

R. Ramsey, LA II .50

C. SChWarti, LA II .50

Student Assistants

* The primary astignment iS

in the Reference Department.

** Halftime assignment in the
Catalog Department

Bibliographic Searching

J. E. MOore, LA V

Section Head

F. Downs, LA III

L. Long, LA III

M. Oppenheit, LA III 1.00

L. Penugonde, LA II 1.00 r,

L. Tomchak, LA III .50

Student Assistanta

August 1, 1985 47



ATTACHMENT #1

University Librarian

ADL, Collection Development

Special

Collections

Head, Sci. & Eng .

Engr. Chem. Physics Biol.
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Asst. C.D. Officer

Headl_Govt. Headi ArtS
Pubs;

Communi- Lingais- Li r.
Anthro. cations Econ. Educ. Psych. tics Sci. Soc.

Hd. MUsic

tjAsst. Hd. %sic

Asst. Hd.

Area S,tudies

Bl. Stu& Slavic Oriental httrn Chicano
1 I I

Latin

Amer.
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DIAGRAM: ORGANIZATION OF THE PROCESS OF SELECTING MATERIAL FOR ACWISITION IN LIBRARY, UMJ6S/AMd-d.,T
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ACQUISITIONS
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ARIZONA STATE UNIVERSITY

ASU LIBRARIES_ _-
COLLECTION DEVELOPIENT MANUAL .

Collectiom Development Division (coot.)

b) ReSponsibilitieS

1. Associate University Librarian for Collection DeWelopment

A:2
12:84

Parma And Same

The Aseociate University Librarian for Collection Development
reports_to the University Librarian and Is responsible for the
Wider-ship end_management of all collection development activi-
ties. The_ administretor is responsible for_the creation and
Implementation of all_collection development policies._TWOoll=
cies set the direction for the exponditUre of a $3+ MilliOn
materials budget; S/he contributes actively to the management of
the University Libraries;

100tIficRespcmsIbilittes

- -Provides leadership for the entire collection deVelopment divi-
sion;

--Supervises, evaluates, and" o3nducts other required _versonnel
matters for the humanities, science/engtneering, and social
science coordinators. Chairs Selection Advisory Committees for
all vacant coordinator positions.

--Writes annual supplementary evaluations for all librarians
engaged in collection development. This responsibility may be
delegated to appropriate coordinators.

--Supervises, evaluates, and conducts other required personnel
matters for the classified staff in the division. This respon-
sibility may be delegated as appropriate.

- -Coordinates the creation and implementation of a l collection
development policies throughout the Libraries.

- -Chairs the Libraries' Colinction Development Council.

--Develops, implements, and evaluates policies for the materials
budget in consultation with appropriate Technical Services
personnel.

- -Provides direction and instrument,; for collection assessments.

--Ensures that materials vendors are responsive to the dollettiOn
and selector needs; develops and oversees blanket and approval
planSi

--Provides leadership in identif inq and acquiring major research
collections.
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ASU LIBRARIES
COLLECTION DEVELOPMENT MANUAL

A:3
12:84

Associate University Librarian for ObIlectiOin DevelOpiont (dont.)

--initiates cooperative collection development endeavors among
the three university libraries in Arizona.

--Representa_the University_Librarian on and off campus In the
interpretetion of the Strengths and spedial needs of the
collections.

--Communicates 3nd coordinates with appropriate Tethnical
Services personnel to facilitate effective working
relationships.

--Iforks With the Appeopetate Atsociate/Assistant University
Librarlan(t) in Mit-Ono-tit:Xi, budgeting, personnci. public
services, and technical services to fulfill the gOalt and
objectives of collection development.

--Employs_ ell_ OoMpöhents of POSCCORB In the administration of
Wilettibh-deVelopment,

--Participates in the Libraries' Affirmative Action/Equal Employ-
ment Opportunity planning.

--SerVes on Om University Librarian's Executive Council and
Administrative Council; participates In overall library plan-
ning and policy formulation.

--Performs other appropriate duties as assigned by the UniVertity
Librarian.

2. CollectiOd DeVelOpment Coordinator

Purpose linAl Scope

Reports to the Associate University Librarian foe C011eoti-oh
Development; Position is responsible for the development thd
implementation of the Collection Development and Management
Program.

Spool f ic ResponslblJ [ties

Acts as a major contributor to the production and updating of the
Libraries' Collection Development Policy Statement th0
document Which describes all policies regarding the selettion,
!coati-on and preservation of library materials). Is responsible
for develOping and IMplementing the collection development sub-
ject profile in hit/her broad area of expertise;
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ASU LIBRARIES
COLLECTION DEVELOPMENT MANUAL

A:4
12:84

Collection Development Coordleator (cont;)

Facilitates an understanding of collection development priorities
and objectives among staff and faculty, and interprets policy:

--Works with Subject specialists Individually or In groups,
orienting and advisino them on collection development policies
and procedures When needed, provides_guidance and coordinates
staff support for such special projects as the development of
collection guidelines, assessments, circulation studies, weed-
ing projects, etc.

--Participates in both technical service and public service
policy making decisions, serving as an advisor cm collection
development, management and preservation Issues, either on a
person to person basis or through appropriate tesk forces or
committees.

==COOrdinates collection development aCtivitles with other units
in the library.

--Serves as a liaison with faculty on interdepartmental and/or
broad interdisciplinary !mins;

Maintains in-depth knowledge of collectkle development activities
In his/her area of expertise:

--Coordinates the review and evaluation of domestic and foreign
approval plans and blanket orders. Assists subject specialists
In interpreting profiles and procedures. Serves as a contact
With dealers In bringing about profile changes. Acts as an
advisor in initiating new automatic acquisition plans when
needed.

--Evaluates firm orders for monographs at time of ordering as
well as upon receipt and coordinates referral for interdisci-
plinary material; Reviews requests for periodicals; serials;
and expensive_ltems; conferring with the Associate University
Librarian* Collection Development and other coordinators in
establishing purchasing priorltitS.

--Reviews damaged and missing books, and makes appropriate recom7
mendations for treatment; Coordinates the review of gifts and
the acquisition of added copies;

Produces statistical_ and other management reports and prepares
recommendations for improving the Libraries' performance in col-
lection development matters. Develops operational procedures for
collection development services and functions.
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ASU LIBRARIES
COLLECTION DEVELOPMENT MANUAL

A:5
12:84

Collection Develojument COordloatoe

Participates in the personnel administrttiOn Of the Collection
Development Program. Makes rocommendttions to the AStotiate
University Librariani Collection Development regarding SUbjeCt
Spetialist_assignmentsi assists in reviewing assignments prior to
the reOrOltMent of new_ subjett_specialists. Advises the Associ-
ate University Librarian tor Collection Development on subject
.speciallste performanal.

Nil carry out Individual subjeci specialist actIVItles 10 *OW=
tic areasi_and other specific collection shaping reSponSibilitiet
as assigned.

3. Subject/Area Specialists In Collection Development

eilaskatt Ant Scope

Subject/Area Spectalists are responsible for developing and main=
taining familiarity with all tne short and long range needs Of
the department(s) they representi insofar as they concern library
support. These needs_are evaluated in the context of library
policies and cbjectives,_as well at tdrrent priorities, and are
Integrated Into them when appropriate. Subjett/Area Spetialists
ate also responsible for the evaluation of the Last-et-yet effet
tiveness In this context.

The heeds_ ofthe _depOrtMent are roughly translated into LC
classes In the_ Collection _DeVelopment Policy Statement, thus
becoming the definition of_the_spetlalitteS dollettion develop-
ment_assignment. When areas of interdisciplinary ihteretts are
identified in a particular departmenti the_responsibillty _foe
callection shaping In those_areas may logically fall into another
specialist's assignment, called primary selector and is dls:cussed
below.

Respons4b414t1-es

Collection Shaping:

Primary Selectors are responsible for the execution of all acti-
vities described below, In assigned areas:

Collection DeVelopment Policy Statement:

--define LC class most appropriate and descriptive of the curri
culum and research needs_in assigned department(s)_or center;

--define levels of collecting intensity In LC classes assigned;

Select and request current and retrospective libtary_Matertais
for the general and reference. branch or special collections.
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ASU_ LIBRARIES
COLLECTION DEVELOPMENT MANUAL

Sibjedf/Arse Sped:411sta In Collection Development (cont.)

A:6
12:84

Evaluate +he effectiveness of the collection as well as its
qualify and relevance:

--conduct formal and Informal assessments;
--prepare reports for internal use, University departments or

- outside agencies such as accreditation bodies.

Monitor the condition of the eatiection by deciding location,
trantfori .reetiri replacement, Male Magi Or adding copies of
library materials.

ROVIOW incoming gift material for possible addition to +he col-
lettion.

Keep abreast of resource-sharing agreements in state, region, and
nation. Initiate recommendations for additions or changes.

Interdisciplinary Selectors, When areas of interdisciplinary
interests are identified in a particular department in the pro-
cess t4 .writing or updating the :Collection Development 'Policy
Otertemenfi Mthe:responsIbIlify of-cellection shaping soy "logically
1411 Itto-Anather specialletts-mseignmenti This person is called
4ho._- primary sel ectori .The .speciellet vim is assigned that ace-
emic dePortment is the contact person in the liaison function,

bat tho collection-shaping responsiblilties fall upon the primary
selottor.

Responsibilities of interdisciplinary selectors:

-=Keeps abreast of the library service needs of the academic
6apartments assigned;

- -Communicate the information to primary selectors and other
l!brary colleagues;

- -Assist _primary selectors in collection-shaping activities as
appropriate.

Liaison Function:

All speciallsts, Whether _primary or Interdisciplinary selectors,
ere responsible for maintaining close contact with the assigned
departMent(s) or center. Insofar as +heir needs are relevant to
library service, :the specialitt Is expected to communicate them
to appropriate colleagues.

Contact may be through fOrmal or informal means with the faculty
library representative, a departMental library committee, parti-
cipation_in _meetings, _or personal contact with students, staff,
and faculty in a variety Of library or university settings.

Ths_ principle of liaison is to promote communication between
academic units and departMents and the library.
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UNIVERSITY OP CPLIFORNIA
Davis, California

8/86

ANNOUNCEMEN'r OF VACANCY

(71.,".LqC1
VC

COLL. MGT. OFF.
POSITION AVAILABLE: Assisthnt University Librarian for 0311ections

SALARY RANGE: $38,606 to $61,358, based on qualifications
and experience.

LEM Immediately.

RESPONSIBILITIES: Itis is an upper=level administrative
position which reports directly to the
University Libnarian and serves as pert
of her senior management team. Has
primary responsibility for planning and
carrying out effective development of the
Library's collections in support of the
University's programs and research. Manages
and allocates resources budget of $2.7
million. Oversees the collection development
activities of 35 librarians, whose selection
responsibilities range from 10% to 80%.
Lesigns programs to enhance selectors' skills.
Prepares selector evaluations in conjunction
with primary. supervisors. Develops policies
relating to the scope, use and management
of the collection. Provides direction regarding
the storage, weeding and conservation of the
collection. Promotes use of the collections
by scholars. Assists with special projects
and program proposals for the Library.
Develops and .conducts assessment studies.
Represents ihe Library in system and national
collection development forums. Supervises
directly the heads of the Collection Management
Office, Conservation and Preservation and Book
Fund Accounting.

A graduate degree in library science from an
ALA-accredited institution or its equivalent.
Collection development experience, p.1.,.2trably
at least five years, in a research library.
Evidence of previous record of Successful
experience in the following: management,
grant proposal development, interaction
with donors and friends groups, and
promotion cxE the collection.
Demonstrated understanding of bibliographic
sources and processes and scholarly use of
of the collections. Evidence of ability to
lead, coordinate and motivate professional
associates within a collegial framework.
Excellent writing, speaking and interpersonal
skills reguired.

QUALIFICATIONS:
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THE ENVIRONMENT:

BENEFITS:

The University of California, Levis campus has
an enrollment of 20,000 students and offers a
balanced academic program. The Library ranks
among the top 25 research libraries in North
America. Its current holdings of more than
2,000,000 volumes grow at an annual rate of
80,000 volumes. Davis is 'a paeasant,
environmentally aware community oE 39,000_
located in the lcwer Sacramento valley 75
miles northeast of San Ftancisco and 15 mdles
west of the state capdtol. As a result of the
University's presence, Davis offers newly
cultural advantages and a wide range of
professional services.

Librarians are academic appointees. They earn
24 days of vacation and 12 days of sick leave
per annum. The University has an excellent
retirement system which is coordinated with
Social Security. Several health and dental
paans are provided by the University. Group
term life insurance and reduced enrollment
fees are available.

Applicants should send letter, resume and the names and telephone
numbers.of four references by to:

Jane E. Marshall, Assistant University Librarian
108 Shields Library
University of California
Davis, CA 95616

Telephone: (916) 752-2110

11E-UNIVERSITY OF.CALIFORNIA, DAVIS IS COMMITTED TO A POLICY OF
L-AFFIRMATIVE ACTION AND SPECIFICALLY INVITES INQUIRIES AND APPLICATICNS

FROM WOMEN AND ETHNIC MINORITIES.
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PLEASE POST April 17, 1985

UNIVERSITY OF SOUTHERN CALIFORNIA

Assistant/Associate University Librarian fcr
Collection Development and Special Programs

Responsible to__:

Reports to the Deputy University Librarian. Incumbent
participates in the general library administrative process,
including policy and planning, budget and resource allocation,
organization and communication, staff development and
personnel decisions.

Specific Responsibilities:

1. Serves as the library administrative officer with major
line responsibility and authority for the building and shaping
of the University Library's collections. Maintains close
contact with all library bibliographers, appropriate students
and faculty and others assigned to the selection and
acquisition of materials.

2. Recommends, allocates, and monitors the budget for the
purchase of library materials, in consultation with the
library's bibliographers, the Deputy University Librarian, and
the University Librarian.

3. 'Responsible for the on-going development of a library-wide
collection development policy, in coordination with the
library's bibliographers. ,Directly related _to this it
responsibility for planning and implementing all necessary
collection evaluation and analysis studies, including but not
limited to the Research Library Group's 'Conspectus' program.

4. Maintains close liaison with other collection development
officers, locally, regionally, and within the structure of the
Research Libraries Group, as well as within other relevant
professional groupings.

5. Reviews and recommends staff assignments for collection
development in specific subject areas. Library faculty in all
library departments report to this position in matters
directly relating to collection development (book selection,
general collection policies, gifts and exchanges policy, etc.)

6. Recommends and coordinates policies relating to the
weeding, discarding, and storaging of library materials. Acts
as final authority on the discard of library materials in
instances of doubt or disagreement among subordinate staff.
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7. Assists in the development of priorities for acquisition
of large sets or separate collections, either by purchase or
gift.

8. In cooperation with the appropriate Public Services
librarians, coordinates and facilitates the preparation and
dissemination of appropriate staff and user access guides to
the library's major collections.

9. Library's publications program and other such duties at
may be assigned by the University Librarian.

10. This potition exercises direct line supervision of the
heads of each of the following library units: Latin American
and Iberian Collection; American Literature Collection;
University Archives; Political Papers; and Rare Books.

Qualitications

1. An MLS from an ALA accredited library school plus a second
Master's degree in a subject discipline.

2. Knowledge of of experience in academic libraries and the
research environment in major universities is required. At
least five years of administrative experience at the level of
department or branch head or higher in a major academic
library.

3. Candidate should have substantial collection development
experience in academic libraries and possess a keen
appreciation of books and learning.

4. Demonstrated capacity to work effectively and collegially
with library and faculty colleagues is required.

5. Evidence of the ability to communicate well and
effectively, both orally and in writing is required. Working
knowledge of foreign language materials required.

Background_:_

The USC Library, a major research library in process of
expansion of staff and collections, with a collection of 2.3
million volumes, is currently in a major fund raising program
for improvement of collections, physical facilities and
innovative automation programs. The library iS a member of
the Association of Research Libraries and the Research
Libraries Group. The library has an automated circulation
system and is in the process of implementing automated
acquisitions and an on-line catalog.
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Position Incumbent:

Department:

Position Title:

The University of Manitoba Libraries

Job Description

Collection Development

Collection Development Coordinator

Section A Character of the Job

The incumbent is responsible to the Associate Director for the overall coordination
of the libraries' collections. The position consists of six areas of responsibility:

1. Evaluation and guidance of the development of the collections.

2. Advising and consulting with all staff who have collection development
responsibilities. Except for the Director, the incumbent has final selection
responsibility for all library collections.

3. Speaking on behalf of the Libraries as regards collections.

4. Advising the Library Administration on acquisitions allocations.

5. Developing grant requests.

6.
.

Supervising a staff that is responsible for collections work including
searching, evaluation, special projects and all other matters relating to
collections.

Sec t ion-B Supervision Exerciised-

The incumbent directly supervises two librarians. One serves as a librarian
assistant to the Coordinator for Collection Development, the other is a Special
Projects Librarian who is responsible for organizing and completing projects of
a special nature (i.e. evaluation of collections, cataloguing of distinct collections,
weeding and inventory proiects, etc.) Clerical staff are also supervised by the
incumbent depending on the workload and the projects.

See t-i on- C- -D{èand--Res-pons-ibi lit ie,s_

1. To be responsible to the Associate Director for the operation of the Collection
Development Department and to serve as the overall collections coordinator.
The incumbent is responsible for:

a. Recommending on staff appointments, promotions, transfers, terminations
and conducting evaluations of staff reporting directly to the Coordinator.

b. Recommending on staff appointment, promotions, transfers, terminations, and
conducting evaluations on staff that are responsible for acquisitions bud-
gets in coordination with the appropriate supervisors.

c. Advising and consulting with all staff who have collection development
responsibilities. This can take the form of workshops, direct contact with
new staff, meetings, etc.

d. Supervision of Collection Development staff including final decision on
staff matters.
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In addition, the Coordinator is expected to assemble statistical report
information for the Library Administration, to maintain regular unit records
and to perform such administrative duties as are necessary to the good order,
services and management of the Libraries.

2. To advise and consult with the Associate Director and the Director on the
formulation of overall priorities, policies, and the allocation of resources
for library collections and to execute these policies as they relate to
collection development.

3. To develop and maintain an understanding of the research and teaching needs
and programmes of the University and on a basis of that understanding sub-
mit regularly as required outlines of plans and programmes for future develop-
ment in collections.

4. To develop grant request applications to strengthen and build collections/
Ensure that grants made to university libraries are expended in accordance
with the terms of the grants. /Act as a liaison with tht.: University Provost
for Research Administration in all grant applications. Work with faculties
and departments in developing grant plans.

5.
.

Advise and make recommendations to the Library Administration on the overall
development, coordination and rationalization of the University Libraries'
collections.

6. Consult, advise and cooperate with faculties and committees on matters of
collection development and evaluation and in regard to book selection
programmes and procedures. Serve as a member of the Senate Library Committee.
Speak for the Libraries as regards collections. Serve on other committees
as necessary.

7. Serve as the final authority, with the exception of the Director, for purchase
and discard of all library materials. Handle gifts and discretionary funds
as necessary.

PercentaRes:

Development, coordination, training, rationalization of collections,
including collection evaluation, grant writing and problem solving
and cooperation with others in planning and procedures

78%

Planning and organizing new or revised policies and procedures,
report writing

20%

Supervision of staff, evaluations, etc. 2%

-Secticm D---Contacts -and Retationshipa.

Regular contact with the Associate Director and the Library Administration on
policies and procedures relating to the library collections. This is in the form
of regular administrative meetings and direct meetings with the Associate Director.
Frequent contact with all staff who have acquisitions responsibil=_ties. Regular
contact with faculty, in committee work and individually. Occasional contact with
all others on matters that pertain to collections.
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Policies governing the overall development of the Libraries' collections are
established by Library Administration, although the incumbent, through
recommendations, contributes to the formulation of these policies. Good judgment,
skill and resourcefulness are required in interpretation and implementation of
library policies and procedures concerning the Libraries' collections in order to
cooperate effectively with Library Administration, library unit heads and faculty
members. The incumbent is expected to have knowledge of the educational and
research programmes and initiatives of the University's faculties and schools.
Under the policies established by Library Administration, the incumbent works
independently, within the areas of responsibility, in setting work goals and
methods of accomplishment.

Section-F - Qualifications Required

1. Degree from an accredited library school.

2. Administrative experience.

3. An advanced degree in a subject specialization is highly desirable and has
priority over secondary professional certification except where such certi-
fications are evidential of advanced educational achievements in a major field
of knowledge.

4. Practical ability in at least one language other than English.

5. At least four years of progressively advanced relevant experience gained
through:

a. Prior experience on a professional level in acquisitions work, although
attributory experience in cataloguing or in reference work of a
specialized orientation, or in collection development respcitibility as
head of another library may be accepted upon assessment.

b. Experience in an academic institution sufficient to enable the
incumbent to appreciate the library system's collection requirements
for the educational and research programmes of the University's
faculties and schools.

6. Personal qualifications of technical knowledge, judgment, initiative and
resourcefulness in the supervision of personnel and the guidance of their
learning and development.

7. A demonstrable personal interest in general bibliography as a discrete
field of expertise.

Signed by

Approved by

Position Incumbent

Director
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MICHIGAN STATE UNIVERSITY

LIBRARIES EAST LANSING MICHIGAN 48824-104S

TITLE: Coordinator of collections, Science Libraries,
Librarian IV 8/27/86

DESCRIPTION: Reporting to the head of the Science Libraries,
this librarian is responsible for coordinating the collection
development activities of the Science Library and ten
departmental branch libraries. Monitors approval plans and
retrospective and current in-print collection development for
both serials and monographs. Coordinates writing of and
maintaining current collection development policies in
conjunction with the North American Collection Inventory Project.
Coordinates policies relating to scope, use and management of the
collection. Designs programs to enhance selectors skills.
Develops and conducts assessment studies. Works cooperatively
with coordinators for the Social Sciences and Humanities. Acts
as liaison with faculty and constituent groups. Some reference
work, database searching and appropriate selection
responsibilities included.

QUALIFICATIONS: Required: MLS from an ALA accredited
institution; 7 years of progressively responsible and successful
professional experience in an academic research library or other
appropriate organizationi ability to communicate effectively both
orally and in writing; ability to work cooperatively with
faculty, staff and students at all levels of the universityl
extensive collection development experience; demonstrated
understanding of bibliographic sources, processes and scholarly
use of the collection in a large university setting. Evidence of
ability to lead, coordinate and motivate professional associates;
subject background in the sciences or experience in science
libraries. Preferred: graduate degree in a science subject;
supervisory experience; reference experience in the sciences
including database searching; publications and/or professional
association activities.

OALARY: $30,000 - $35,000 dependent on qualifications.

CLOSING DATE: The position will remain open until it is filled,
ut applications received prior to will receive
!irst consideration.

Intereuted individuals should send resumes including names and
adOresses of-three references to:

Carole S. Armstrong
Head, Science Libraries
Michigan State University

MSU IS AN AFFIRMATIVE ACTION/EQUAL OPPORTUNITY INSTITUTION
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Date: 17 November 1986

BRIGHAM YOUNG UNIVERSITY
HAROLD B. LEE LIBRARY

JOB DESCRIPTION

GENERAL INFORMATION

Your Name:

Position Title: Subject Specialist

Faculty Rank:

Department:

Division: Collection Development Division

Title of -1 .con to whom you report directly: Assistant
Universf.' ri,'Irt for Collection Development

JOB MISSI

. .an f trIT. stect specialist is to develop
co1lectior. or the 7ibraty in speci:ic subject areas, to provide
reference 1,tai advanced rysearch assistance, bibliographic
instruction, and faculty in their areas of expertise, and
to participate in research, puolication, and other professional
development activities.

QUALIFICATIONS

1. MLS from an ALA accredited library_school.
2. Second Master's degree_ ot- a_ Ph.D. in a SUbjeCt area of

responsibility is required. A Ph.D. for some areas is preferred.
For special educational requirements See SpecifiC potition job
questionnaires;

3. Ability to furnish advanced research assistance in
assigned subject areas;

4. Subject expertise at a level to assesS the curritUlat and
research needs of the University, and to build the collectiOnt to
meet these needs;

5. Ability to communicate and work well with faCulty,
Students, and the general public.

6. Knowledge of appropriate foreign languages as required.

PROBLEMS AND CHALLENGES

1. To keep abreast of the publishing activity in the
assigned subject areas.

2. To maintain excellent faculty relations, which is a three
pronged challenge: a) To keep informed about materials needed by
the faculty for research and curricular purposes; b) To
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communicate to the faculty what material is already available in
the Lee Library for faculty use; and c) To help the faculty be
more aware of the various tools, and services (including computer
access and the Center for Research Libraries, etc.) available for
their use.

3. To keep abreast of the
th- specific subject areas
appropriate reference/research

4. To keep abreast of
librarianship by reading,

best reference/research tools in
of expertise and to provide

service to faculty and students.
the specific subject areas and
attending conferences, taking

appropriate coursework, and participating
and activities.

5. To contribute to the profession through research and
publication, presentation of scholarly papers. editing And
preparation of bibliographies and guides, and other means. These
activities must be balanced with other responsibilities.

in library associations

PRINCIPAL CONTACTS

1. University committees
2. Library Collection Development Committee
3. Utah Library Association
4. American Library Association
5. Other professional organizations which are appropriate to

the position

MAJOR ACCOUNTABILITIES

MAJOR ACCOUNTABILITIES

1. Collection Development (specify the subject areas; the
Department Chairmen and Reference Coordinator's reduced role
in Collection Development should be reflected here)
Develops and revises collection policy statements in

assigned subject areas
=Develops and manages collections in accordance with

established policy

Evalutes collections
-Works with teaching faculty in assessing collections,

supporting the university curriculum
- Establishes standing order/approval profiles with vendors
and maintains and updates these profiles

2. Reference and Advanced Research Assistance
Assists faculty, graduate, and undergraduate students with

research methodology, strategy and bibliographic
instruction

3. College/Department/Faculty Liaisr.n
Meets regularly with department chairmen, and where

appropriate college deans
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Meets regularly with Faculty Representative
-Meets periodically with all faculty in assigned departments

-Meets with all new members of the teaching faculty in the
assigned subject areas

4. Collection Use/Bibliographic Instruction
-Gives student orientation lectures
Prepares subject bibliographies in connection with

collections
-Develops bibliographic instruction programs for the

appropriate assigned academic programs and courses
-Teaches classes when appropriate

5. Management and Supervision
Hires, trains, and supervises collection development

student assistants
Submits reports and budgets
-Trains student reference assistants in the use of

reference tools and the collection in assigned subject
areas

6. Computer Assisted Research Services (CARS)
Informs patrons of services

-Studies database updates
-Attends workshops on new techniques
-Conducts searches for patrons

7. Library and Campus Committee Work
-Collection Development Committee
-Other committees as assigned

B. Continuing Education
-Studies professional literature
-Attends conferences and workshops
-Participates in library associations
-Takes coursework And obtains additional degrees when

appropriate

9. Creative Professional Work
-Conducts research and publishes results
-Prepares bibliographies, guides, registers and catalogs for

publication
-Presents scholarly papers
-Edits Scholarly and professional publications
-Performs other approved professional development activities

SIGNATURES

SLibject SpecialiSt Asst. University Librarian for
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UNIVERSITY OF NOTRE DAME

POSITION DESCRIPTION

9/1/81

TITLE: Bibliographer for

CLASS: Library Faculty

RESPONSIBILITIES:

Responsible, in cooperation with members of the Teaching and Research

Faculty for the selection of materials in the assigned subjects consistent

with the collection development policies of the Library. Responsible for

planning and executing assessments of relevant segments of the collection

for quality, adequacy and physical condition. Responsible for serving as

Liaison between the assigned academic departments and the Library. Responsible

for providing advanced reference assistance, as required, and for offering

bibliographic instruction in the assigned subject fields.

RELATIONSHIPS:

Reports to the Assistant Dirertor for Collection Development. Trains and

directs the work of Library Assistants and students assigned to provide biblio-

graphic assistance. Cooperates closely with bibliographers and Liaison/Selectors

and with members of the relevant teaching departments.

STATEMENT OF DUTIES:

Screens incoming purchase requests.

Reviews incoming approval, gift/and bulk purchase material for their

appropriateness for the collection, conbulting memberb of the teaching

faculty as necessary.

In cooperation with members f the teaching faculty and other liaison/

selectors, selects necessary current and retrospective materials in subjects

assigned and in related interdisciplinary fields.

Investigates and provides justification for major purchases, expensive

items and standing orders in subjects assigned.
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Maintains awareness of book dealers and other sources for materials in

:
subjects, advising the Acquisition Department as required.

Maintains awareness of resource-sharing opportuniites.

Assists the relevant academic department in formulating, monitoring and

revising collection development policies and approval plan profiles consistent

with the overall coi2ection objectives of the Library.

MaintainS famfliarity with the existing collection in subjects, conducting

formal assessments of at least one segment of the collections annually.

Reviews existing collection in subjects for preservation problems, need

for additional copies or better access, or for the presence of unwanted material

on shelves.

Advises the Assistant Director for Collecion Development on funding

requirements for collections in subjects, and monitors the use of allocations

in cooperation with academic departments.

Advises members of the teaching faculty on Lfbrary resow-ces, services,

policie6 and procedures and Library departments on the requirements of users

in assigned fields.

Provides. in cooperation with the Reference Department, reference assistance

in assigned subjects, which may include the preparation of bibliographies and

guideS to the collection, consultation on complex reference inquiries or research

pri)joyLN, ir diaq baoc! :totarehe::.

Offers bibliographic inSt;uction through tourS, lectures or classes to

students in relevant departmentS.

QUALIFICATIONS:

An ALA-accredited MIS and an advanced degree in one of the subjects in the

area of the Bibliographer's responsibility is desired, as is experience with some aspec4



of collection development. Knowledge of one or more foreign languages is

required, depending on the area of responsibility. Familiarity with academic

libraries, an interest in scholarship, flexibility and skill in communication are

important.

STANDARDS OF PERFORMANCE:

Maintenance of satisfactory level of acquisitions consistant with

Library collection policy and resources available. Demonstration of current

knowledge of publications in fields, the state of our collections and

local University programs. Smooth working relationships with Library colleagues

and members of the teaching faculty. Success in increasing the services and

instrucc.::on ava.lable at an advanced ierel tp Departments' students and faculty

in their qse of the collection.
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UNIVERSITY OF MIAMI

Bibliographer's duties and responsibilities: an outline

The following is a list and description of duties that are expected to
be performed by librarians with collection development
responsibilities. They are generic job descriptions and conecti-oly
they will be as a uniform method for performance evaluation in
the division.

In.general, I would like to point out that the best work we can
possibly do is wh;:t we accomplish collectively and in cooperation with
each other._We serve a complex academic community using th,' products
of an equally :omplex pnblishing world. There are man!, grey areas and
overlaps in your responsibilities, so please consul:. 2ach other
and reMeMber_that I am always available to clarify t:ing: and to
regblVe

I have organized your duties under general types of activities with a
brief description, purpose and recommendations ior action for each.

Publi-A=relations

If We fail at this we might as well hang up the rest. Collection
development, in my estimation, is a public service actvity and seouId
be conducted accordingly. The biblioLraphers should be in frequent
commnnication with_library liaisons from academic departments asigned
to LheM. Any additional faculty. contact should further enhance
bibliographers effectiveness. This kind of activity is informative to
all participants and prepares the fonndation for resp6n7ive library
seicice.

Actions: Establish at least monthly contact with yorr book
chajrs, bUt preferably more frequent.
Talk with other faculty as often as possible.
Bring to my attention any problems so we can find corrective
measnres.

Explore "sluggish" departments. All they may need iS
attention and informa ion.
Send reports on ord2.. requeStS to your book chairs as soon
as yOU receive theril

Monitoring and information g;:thering

Know yonr univrsity, know your department(A), know your collection,
and know publishing.
I.Profile of the university
Administration and the university community havP produced a
Strategic Plan for the university. This and some other sources of
information provides us with the pattern that We_should match in the
library. The sum total of our individual attiVitieS Should Support the
goals of the university.

Actions: Familiarize yourself with the steat-eAic Plan and
other appropriate planning docnmentS
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2 AOartleiti-Depa-rt-mental Needs Assessment
Upon completing your first assessments, gathering information on
activities of departments assigned to you should be a tOtitihuous
ptiiti!ss._Your sources for this information are varied from university
publitations such as 1.te-ritas and Research Notes to talks with
faculty and administrators. Such informatiOn gathering is etsential
not only ti5 yOlir credibility as a bibliographer but also to_the
formulation of a respontive and responsible collection development
effort.

Actions: Develop and upkeep a list of subject descriptors for
your department(s) interestS and activities. Determine
program levels And ttrengths for your departments.

3. Collection evaluation
if we don't know what we have, we can't determine what we need. After
initial assessment the evalUation process should be refined and the
collection monitored on a continuing basis. Among the measurement
tools techniques and data_at your disposal are the RLC conspectus,
shelf list countt, aUthoritative subject bibliographies; and order
activity; As_libtary activities are autOmated some additional
quantitative data for collection assessment will become available.
Collection 'attetttnent is an important activity towards assuring
accountable collection management.

Actions:
_

After initial assessment(s), continuous monitoring is
essential.

4. Monitoring of Availability-Of-tdbkarV-Materials
The problem here is to determine what is available of what we need.
Bibliographers should determine_the best way to mOnitor the
availability of .library_materialt for the subject fields of their
responsibiIiiy;_The tools at your disposal will vary in accordance
with the characteristics of the tiibject ,scipline under your
responsibility. Pick key_journalt_with tUrrent bibliOgraphies for your
tubjectsi monitor Publither's Weekly_ett ' Of you need not
look at antiquarian or foreign _publithert' Catalogs, others should
definitely do so. Some need to do strong retroSpective development,
Others may need to expand only minimal effort beyond monitoring
the approval plan.

Actions: Select and continuously Meniter_toolt that indicate
intellectual activity in the tubject areas of your
responsibility. DeterMitie most important tYpes of materials
(monographs, journals, serialt, etc) tor your subject areas_

and concentrate your developmental efforts on those; Be_

aware of important pUblithers in your subject areas;
Determine relative importance of retiosPective development
for your areas.



Ordering and Monitoring Ordering Activity:

It is our Ultimate responsibility to build this tollettion baSed on
our hest informed judgement. We value the faculty's ASSiStante and the
advantages of the approval plan, but shonId explore much beyond these
on our own.

T_consider the bibliographers to be responSibie for the management
the botal collection in their subject area5 regardleSs of_type or
source of material. This includes the approval plan, faculty erderS,
your own_orders, replacements, serials and periodicalS ett. The Work
flOW iS deSigned in such a way as to provide you with As total A
picture AS ptoSsible. Remember that items_wiII_he requeSted And
selected_in your areas to fill needs of departments not under your
responsibility. Please understand these needs_and accept_theth in a
spirit_of Ceoperation. We, together, are building titv
I shall continue to assist you with reports and aSSessments of our
c011eCtive efforts.

Action: Mbnitor the Approval Plan.Monitor faculty tirderS_
Oenerate your own Orders based on assessment5 outlined
above.

ManageMentof-the Existin? Collection

In_addition to the acquisition of new library_MAterials, a
bibliographer should on occasions take a_critical look at the existing
t-ollettion. Activities in this area should include weeding,
replacments with more current works, and preservation. The objectives
of these activities is to balance the needs for most up to date
materials and the protection of_some Of_thOse materials against the
realities of available space and financial resources. We Cannot
tone-et everything and we cannot keep everything forever. Work in thiS
area_Shoilld be guided by caution and thOroughneSS in exploring the
tathifications of any actions taken;

ActionA: Devise a plan to systematically lobk At thebooks in
the stacks and determine_their relevance to tN.e mission of
this research library._Review_and withdraw or replace (with
exact or superceeding works) damaged books, books reported
lost, and books superceeded by other work._Tdentify library
Material that need some type of protection from
deterioration, vandalism, or theft

Budget inganci al locat ion

We Strive to attain a sophisticated lovel_Of accountability in all
area§ of collection development; A5 We_refine our.methods in
btidgi!tifig, allocation, and fiscal monitoring, the bibliOgraphers
shot_A_be More and more involved in the management of the portions of
the budget assigned to them. The:Assistant Director U:r Collection
DevelopMent Will sustain an overview and_provide assiktance to
bibliographerk in this elusive process. The key is to be reSponsive
And fleXible in budget management.

5474



Actions: Alert the Assistant Director for- Collection Development
to new programs or direcLions in youe departments. All such_

things have a price tag in terMs Of library development._ _

Alert the Assistant Director for Collettion Development to_ _

any large scale collection developMent_ projects that you
plan to undertake.Monitor the monthly budget reports.Plan
and pace your ordering activity fOr_the Whole year.
Remember that as wza approach the ehd Of the fiscal year the
chances for spending the teMaining free balance.becomes mOre
and more remote; Any unSpentArdney-

Continuing education

It is in your best interest to keep up with deVelopments in your
subject fields And in ihe library profeSSiOn aS they relate to your
assigi:ed duties. The Collection Development DiViSiOn may wish to
explore aspects of our work in a formal Way; such as through se:finars.
I am Open to suggestions.

Actions: Read information_sources in yotie subject areas. Read
appropriate library journaIs.Attend meetings, workshops,
seminars as Often as you tan

The_above document is intended as an intrOdUCtion_to the work of a
bibliographer. It will be used for orientation and for performance
evaluation. More detailed information will be presented in a follow up
document, the BibliOgrapher's Manual with elcAct procedurea for the
Various duties of the bibliographers.



COLUMBIA UNIVERSITY

I. POSITION TITLE: Social Sciences BibliograplIer

II. JOB ID NUMBER: RED-A3

III. CURRENT POSITION CATEGORY: PCI

IV. INCUMBENT: William Young

V. POSITION FUNCTIONS:

Operating in the context of establiShed bddget allocations and
collection policies, to identify and 60.ett Materials in all forms in
English and Western languages tu support prOgrAMS in the School of
International and Public Affairs and_the departments of Political Science,
Anthropology, Sociology,_snd Geograpny.Jo eValdate the collection and to
assist in collection management, intlnding_Making preservation and
deaccssion decisions; and_to make reCOMMehdatiOng regarding alternate forms
and access to materials._To_maintain clog-6 contact with faculty,
researchers; and other bibliographetS and selection officers to coordinate
the development of the collection. To provide in-depth reference aSSiStance
and consultation services.

VI. CHARACTERISTIC DUTIES

1. Select materials -- under the direction of the Assistant Direttor for
Resource Development, to_identify and select library materials On a timely
and continuing baSis Within Collection Development polity and other
guidelines.
Develop, maintain, and revieW the approval plan profile it the subject
area.

Assume responsibility_for reVieW of the Collection Developtent Policy.
Develop, use_and routinely review a list of selection totilS.
Review incoming materialS, ihdluding approval plan receipts And monographs
received on standing order tO identify materials for priority_tataloging,
to maintain awareness of new titles; and to coordinate the tollettibn with
other bibliographers and selection officers.
Maintain appropriate reCord6 of desiderataiserials decisions, faculty
research interests' etc. aS needed.
Select non-purchase items for addition to the collection in the Subject
area.

Solicit and evaluate potential gifts.

(50%)

2. Collection Management =- Monitor ILL and circulation reports to
purchase replacementS, additional copies, later editionS. Within
established guidelines, make preservation decisions to replace, microfilm,
or withdraw materials. Following established guidelineS, review collections
for deacquisition or transfer to storage. Recommend transfers of material
to consolidate serial runs, to reflect changes in collection policy.

(10 %)

3. ,Faculty 111118-on -- Inform faculty of library resourceS And ways to get
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access to them. Consult with appropriate faculty_regarding expensive or
non-routine additions to the collection; Keep_infOrMed Of -changes in
curriculum and research interests that may affect tollettiOns. Consult
faculty regarding written collection policy statetenta And revisions. Act
as liaison between faculty and other library grOupS_SUCh as Resources,
Academic Information Services, Technical SerVicea,_Gifta and Exchanges.
Involve faculty as appropriate as conSultanta in the collection management
and development process; (5 %)

4. Reports,_ Projects,- B-PiliOgraelieS 7" Ude RUN/CLIO, online databases,
and other_printed sources_to analite the C011eCtion on a regular basis;_
Draft reports on changeS in fatulty readardh interests and instructional
programs that will affect the CtilleetiOn. Design and carry out special
projects as required. Prepatetion Of publidations such as checklists;
guides, and bibliographieS tb Aid readera in use of the collections. (5 %)

5. FiscaI Responsibility ==_Aaaddie reS0ohaibility for administering all
funds allocated_or made_available for the assigned subject. Make budget
request proposals, baSed Oh eXpenditures and projections; (5 %)

6; TAfetence Services 7- Provide in-depth reference including consultationa
by appointment_and_aabiatance in identification; location; access, and
manipulation Of infOrMation_sources, using a wide variety of printed_and
machine-readable materialS (indlUding online databases; disto-based filet,
and_software). Providing bibliographic instruction in the use of the
collections, including Preparing and delivering subject-based lectures
(both to specifit ClabaeS and to general audiences); Participating in
library orientation programs. The incumbent may also participate in
end-user training for database searching and/or bibliographic file
management software. ( 25 %)

VII. SUPERVISORY RESPONSIBILITIES -- None

VIII. FISCAL RESPONSIBILITY

Budget recommendations and control of expenditures for monographs and
most continuations, and participation in a committee to recommend serials
expenditures. Administrative responsibility for mvterials funds totaling
approximately $226,000 for fy 1985/86.

IX. CONTACTS REQUIRED

Di F, F, Di D, R, X (Representatives of Vendors, Publishers)

X. KNOWLEDGE AND SKILLS ESSENTIAL FOR THE POSITION.

Broad knowlege of the fields of public administration, international
affaira, and the social sciences, including political science, sociology,
and anthropology. Reading knowledge of two major Western European
languages. Ability to communicate effectively with faculty and researchers.
Knowlege of the process of scholarly communication. Familiarity with the
major bibliographic and other reference sources, including databases, used
by social scientists.
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XIi COMMENTS-.;

Because social scientittS_Often use a widefariety_of SOurceS_of
information, not all Of WhiCh are technically within the field, it is
important to knoW_the lotation of major materials not included in the
Lehman Library collection.

Draft prepared by

Suzanne Fedunok

April 27, 19tX1



IOWA STATE UNIVERSITY

POSITION DESCRIPTION 1980

Division: Resources

Position: Social Sciences Bibliographer

Functions: To select library materials in the social sciences and act
in a liaison capacity with the teaching faculty. To monitor
and evaluate the development of the social science collections.

Relationships with others:
Report to Assistant Director for Resources. Supervise support
staff within the Division. Work with liaison officers appoint-
ed by the Academic departments.

Responsibilities:

A. Collection development.
I. Selection of monographic titles in the social sciences.

A. Current publications.
I. Selection of EngIish-Ianguage materials supplied

by approval programs covering both American and
British publications. Selection of Engliah-language
material issued in other countries and identified
in national bibliographies, scholarly journals and
publishers' advertisements.

2. Selection of foreign language_materials supplied
by approval plans, or selected from_serial and
national bibliographies with emphasis upon German,
French and Spanish publicationS.

B. Selection of retrospective titles in the social sciences.
1. Selection of out-of-print materials, chosen from

the antiquarian market as represented in dealers'
catalogs. Compilation of want-lists of out-of-print
desiderata. Selction of materials otherwise unavailable
through personal visits to dealers and donors.

2. Selection of older materials available as reprints
or reproduced in microform. Selection of unpublished
materials in microform. Determination of suitability
of in-house microfilming of material unavailable otherwise.

3. Evaluation of materials offered as gifts or exchanges.
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II. Selection of serial titles in the social sciences.
A. Selection of new and established journals for which

subscriptions are entered. Determination of suitability
of housing szw.. ip:ions in the Periodicals Room and
Economics/Ftr't .ogy Reading Room. Determination of
--atention and cataloging treatment. Selection
of newsr.,x,--- -Iabscriptions, foreign and domestic.

B. Selection of serial_backsets from the antiquarian market
or in reprint and microform, including newspapers.

III. Selection of media, including audio- and video-tapes in the
social sciences.

IV. Selection of monographic, serial, and reference titles for
the Economics/Sociology Reading Room.

V. Evaluation of materials in the social sciences proposed as
purchases for the Center for Research Libraries.

VI. Determination of social science materials to be withdrawn,
replaced, sold, disca7ded, or transfered.

VIIi Participation in policy-formulation related to resources.

B. Liaisoni

I. Establishment and maintenance of regular liaison with_
departmental liaison officers, and other members of_the
teaching faculty. Consultation with instructors and students
as a means of insuring balanced grow,'; the collectiona And
for information on changing user dem

II. Maintenance of regular contact with the supervisor of the
Economics/Sociology Reading Room, and Reading Room Committees.

III. Service on a rotation basis with the_other bibliographers_
on_the_three permanent Library councila, And On other ad hoc
and Selection committees.

C. Collection evaluation.
Analysis of current and expected holding as measured against
recognized bibliographies. Reporting on a annual basis collection
advances and needs.

D. Supervision.
Selection, training and periodic evaluation of support staff.
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NAM TEXAS A&M UNIVERSITY DATE September, 1986

DIVISION/DEPARTMENT

JOB DESCRIPTION
TEXAS A&M UNIVERSITY
UNIVERSITY LIBRARIES

Resource Development Division

Assistant Professo
1. Position Title & Code: r 7300

PIN Number: M03380

Job Title: Resource Development, Librarian, Humanities

Regular Hours of Service: 40 hours per week

Organizational Relationship

a. Reports to (Title): Head, Resource Development Division_ _

b. Supervises (Title): One - Library Assistant I

3. Function of Position

Selection of materials, evaluation of collections and
intcr6i4e collection building in the humanities disciplines.
Al5o supervises the gifts operation.

4. Characteristic Duties and Responsibilities

Responsible for all collection development activities in the
humanities disciplines including_selection of materials, evaluation
of collections, and intensive collection building in a specific
area (selected annually) of the total collection. Responsible for
monitoring of funds associated with the collection development
activities of the humanities. Works closely with approval plan
personnel in refining approval plan profiles. Works closely with
teaching faculty in humanities departments in collection buildina.
Participates in the formulation of Resource Development Division
policies and procedures. Supervises one support staff member.
Performs other duties as required for effective Library operations.
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D. minimum Acceptapie qualitications

a. Personal QualificationS

Supervisory_and organizational ablities. Ability to
interact well with staff, faculty, and students. Effective
communication skills.

b. Educational Qualifications/Experience

Master's degree from an ALA-accredited library school. Minimum
of two years professional experience. Knowledge of at least
one foreign language. Familiarity with OCLC and major biblio-
graphic tools. Undergraduate degree in the humanities preferred.

c. Business

6. Standards of Performance

Interest in job and in continuing professionaT growth and
development. Demonstrated success in the performance of
duties; satisfactory annual evaluation. Must meet require-
ments for promotion and tenure.
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University of Nebraska7Lincoln
University Libraries

POSITION DESCRIPTION

November 1985
Date

Unless there are permanent changes in the Major Responsibilities and/or Duties, this
Position Description will remain in effect for the fiscal year commencing on the above date.

Name Rank/Title Assi

Division Humanities/Social Sciences

Major Responsibilities:

Supervisor

Liaison with the following departments: Actuarial Science, Economics, Finance, and
Management. Computer searching for thP above areas.

Duties:

Liaison with faculty, staff, and students in the College of Business Administration
Library instruction and tours
Specialized reference service
Computer searching
Consultation
Attendame at CBA departmental meetings

II. Subject specialist responsibilities in Actuarial Science, Economics, Finance, and
Management.

Book selection
Collection assessment and development
Review new books, gifts, duplicates, and decision shelf items

III. Computer Searching
Conduct bibliographic and non-bibliographic searches on Lockheed DIALOG and Other
systems, particularly in areas of Business and Social Sciences.

Promote services to on- and off-campus audiences, including publicity and
demonstrations

IV. Reference_Service
Assist in staffing the Information Desk
Handle "in-depth" referrals from other Information Desk staff
Respond to walk-in or phone-in inquiries from students; faculty, and area

business firMS

V; Faculty responsibilities
Attend library faculty meetings
Attend divisional meetings
Carry out appointive or elective committee assignments

VI. Professional Development
Attend workshops and training sessions
Attend conferences
Maintain activity in professional association(s)
Peruse professional literature
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Brown Universitq Li Dreary
PROFESSIONAL. POSITION

P_OSITIGN-TITII: Reference/Collection Development Li brarian

REPORTS TO: Heed, Reference Department

SUMMARY: Responsible for providing general reference services, comprehenlive reference
service bispecialty , bibliographic instruction arid online services. ReStonSible for developing
library collections in areas of subject responsibility.

POSITION-FUNCTION-S:

Provide general reference service in all areas, and o3mprehensive reference service in areas of
subject responsibility.

OVersee the systematic development of li brary collectic (Is i n arta3 of subject responsibility; serve
es library liaison to appropriate academic departments.

Initiate and implement bibliographic instruction and onentation programs to improve 3tudtrit,
faculty end othtr scholarly use of the library collections.

Create bibliographies end other appropriate publications to facilitate scholarly access to and use of
library collections.

Determine need for, formulate, and perform computerized information searches;

Maintain good relations with library user, and iMerpret ii brer y policies as appropriate.

Prepare reports; meItoIn, analyze and evaluate statistics as 5ppropr1ate.

Keep current with developronts in reference, collection develt :rent, autorraition and related
professional matters through attendance at professional =Mir k. arid reeding the literature,
recommending new policies and techniques to the Heed, Reference Depertment.

Perficipeintteveopmentofnav policieti and procedures kith within the deportment and
library-wide; eerve az the Library's resource person and representative on related professional
metters.
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UCI Library
Professional

acancy
Date: AUGUST 1986

University of California, Irvine

ROMANCE LANGUAGES LIBRARIAN

The Library at the University of California; Irvine invites applications for the posi
tion of Romance Languages Librarian in the Main Library. The position provides an bdt-
standing opportunity for professional development in a challenging growth environtent.

is an entrylevel appointment at the Assistant Librarian rank at a salary of
:2!-..012. Upward adjustments may be made for appropriate advanced degrees. Applications
received by_October 15 will receive first consideration, but applications will be ac
cepted until the pOsition is filled.

Candidates for appointment_ in the University of California Librarian Series must have'a
profeaSional background _of competence, knowledge and experience to assure suitability
for appointment. A candidate, after appointment, is 'periodically subject to peer re
View ftir merit increases. During review they are judged on the basis of the following
'Criteria: 1) professional competence and glality of service within the library; 2) pro
fessional_activity outside thi, library; 3) University and public service; and 4) re
search and creative activity.

Professional librarians at the University of California, Irvine; are academic appointees
and receive potential career_status at the time of_their initial appointment. The Uni
versity provides a_generous benefits package._equal to approkithately 40% of the salary.
Librarians are entitled_to_two days_per month_ of_annual leAVE, One day per month of
sick leave, reductions in incidental fees, _and all other perquisites granted to non
faculty academic personnel. The University has an excellent retirement system and spon
sors a variety of group life, hoalth and dental inSurance

UNTVERSITY OF CALIFORNIA; 11tVnE

The University of California, Irvine, with a total campus area of_1,510 adrea ia located
in Orange County, forty mlies south of Los Angeles and five Miles frOM the Pecifid Odeati.
The present enrollment is 14;000 students with a faculty 700 including_the MediCal
School. The University offers 22 doctoral vograms in addition to the MD. Cik.rent pit.=
jections for future growth estimate a campus of 25,000_students. This period of_Sighifi=
cant development offers librarians a dynamic and challenging professional environment.

THE LIBRARY

The Library consists of the Main Library, the Biomedical Library; the BiolOgical Sdiehdea
Library; the Physical Sciences Library; and the_Medical Center Library. The_collectiOn
consists of 1.25 million volumes and is an essential resource for teaching and tea-earth.
Members of the local Unizersity community have access to the entire resourtea Of the Uhl
Veraity of California system. The collection is heavily used by the local community.
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THE REFERENCE_DEPARTMENT

The aeference Department primarily serves the informational and bibliographid needs of
the Uri academic community, but Also serves the faculty and students Of neighboring ed-
ucatianal institutions as well as members of business/high_technology enterptiaea and
the greater Orange County comniUnity,_ The_Reference staff consists of 9.5 FTE_libtariana,
3 FTE li7arary assistants and 3.5 FTE Student assistants. The reference collection ;num-
bers 22,000 volumes.

_Duties and Responsibilities

The_inCumb2nt serves as a reference.librarian reporting to theHead of Reference_and aS
a_bibli-ogtapher reporting to the Head of Collection Development._ The reporting line iS
throOgh the Reference Department. Reference librariaas_in the Main Library share_reapon-
SibilitY for general and specialized refereace service (including_evening and weekend as-
SignMenta). _Tbese responsibiIities_include_reference desk assistance to library users
in conceptual, intellectual, and bibliographic access to information; database search-7
ingi and bibliographic instrQction. _The incumbent functions as a liaison with the School
of HUMACities, and specifically with the Department of Spanish and Portuguese, and the
Department Of French and Italtan.

Aaa bibliographer, the i 11mts- sh,:res with the Head of_Collection Development and
other bibliographers the %A;'?-,.et!7.tlity for development and management of all library
collection, with special responsJAAlity for developing and maintaining materials to
support_the research and instructional needa bf fA(.7.ty And 7$tudents in the School of
HumanitieSi and specifically in the Depatt:ment of SpaniSh and Portuguese, and the De-
partment of French and Italian. Additionally, the position is responsible for Latin
filerican Studies.

Qualif-icationt

Required: _ALAaccredited MLS degree;_degree in_Spanish or FrenCh or commensurate exper7
ientej_including good reading knowledge cd Spanish and French, Demonstrated commitment
tb publid SerVice; excellent oral and written comtUniCatiOn Is Ability to work ef-
fectively, independently, and cooperatively with all éldiaanta of the academic community;

Desirable: Additional graduate d-7gree in Spanish or_French. Good reading knowledge of
Portuguese_and Italian. Experience in collection development, bibliographic instruc-
tion, And database searching.

TO-APPLY FOR THE POSITION

Send applitatiOn_lettr with 1) a complete statement of_ qualifications; 2) resume of
education and releVant experience; and 3) the names, addresseS, and telephone numb,.rs
of three referented._ Wtters should be addressed to: Karen Naaaanr, Library Personnel
Office, University a California, Irvine, P.O. Box 19557, Irvine, CA 92713. Tele-phone: (714) 856-5408.

AN AFFIRMATIVE ACTION/EQUAL OPPORTUNITY EMPLOYER
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PENNSYLVANIA STATE UNIVERSITY
Attachment 3A: Sample of fatul
ty assignment statement for a
cataloger with collection devel
opment responsibilities

Faculty Assignment Statement

primary faculty
bibliographic information. TW.,
access to monographs in the f
fields ranging from politics, K.:"

assignment_ iS the Organization and control of
the proVition of bibliographic and subject

.1cography and, SeOnddrily, in a variety of
'ogh fine arts, to Stierice and technology.

In addition, shares with colleagues a retpontibility for the quality
of the Libraries' on-line bibliographic djta base through the editing of
bibliographic records. Quality control of bibliographic_attetia_also involves the
establishing of_consistent bibliographic or subject headinga, which facilitates
retrieval of bibliographic records and accurately relates them to each other.

is expected to contribute to discussions on PSU cataloging policy and
maintenance of PSU standards for bibliographic access;

is also assigned as a selection liaison librarian for the History
Department;_which involVes him_in the identification; selection, and acquisition of
library materials in support Of the_teaching, research; and service activis of theUniversity. His_success_in_thit t4ill_Oepend on his awareness of current publications
in.his assigned field,_of the_streagth .1c1 weaknesses in the Libraries' present_
Collections in that field, and of the needa of library users fr materials in thefield.

10/18/83
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THE GENERAL LIBRARIES

THE UNIVERSITY OF TEXAS AT AUSTIN

Austin,Texas 78713-7330

yogic

SCHEDULE OF GROUP PRESENTATIONS FOR BIBLIOGRAPHER ORIENTATION

Fund Management
Includes Lib.-Iry

Accounting

Tithe &

PlaCe

March 7
10-1130 a.m.
PCL 3.204

2/86

Participnting Participating
Bibliographers Unit Heads

Brennan

Acquisitions._Gifts. March 21 Bishop
Intludea the division of 10-11:30 a.m. Rothberger

Order, bsitween Acquisitions PCL 3.204
and Setiálai Library Acqui-
tions Mnnual Rik Faculty,
Gift§ Policy, DisposiLion
Policy

Automated Cataloging.
Cataloging.

Includes proceSsing
priorities, policies on
transfer of mat-,Acials,

withdrawals, a,Ad replace-
mem, the Cataioging
Manual

Serials-11---Serials
BibliograAer. Serials
Allocations. Serials
Acquisitions.

Serials-II: Serials
Cataloging

Seria1s_II14--Periodicals
Room. Binding.

P7eservation
Includes preservati.sn

education, disaster planning
and disaster action teams,
book conservation process,
book repair

April 4
10-11:30 a.m.
PCL 3.204

April 18
10-11:30 a.m.
PCL 3.204

May 2
10-11:30 a.m.
2CL 3.204

May 16
10=11:30 e-m.
PCL 3.204

May 30
10-11:30 a.m.
PCL 3.204

Womack

Womack
Brennan

Brennan

C

Holland
Brennan
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BUcknJ11
Perrman

Williams
Potter

Perryman

Farber

Tongate
Rogers

Perryman
Rogers



UNIVERSITY OF NOTRE DAME

BIBLIOGRAPHER FOR LATIN AMERICAN STUDIES,GOVERNMENT & ECOWY
Orientation Program

I. Introduction

The following outline is not intended_as_a rigid prescription Of dUt:.e8
and deadlines, but rather as a guide to the Bibliographer_as he begins hiS
work; It suggests priorities among the activities_that Will_contribute to
achievement of tho goals of the position. It provides useful approaches to
fulfilling the position's responsibilities. Circumstancesv or the
Bibliographer's own experiences may force some changes in the adtivitieS as
outlined, or in their order.

The Assistant Director for Collection Development_will supply
documentation and informational materials which_will assist the_
Bibliographer's orientation._ Every week she_and the alblioqrapher Will reView
his accomiplisments, discuss the problems that have ariSen, and develop a Set
of short-term goals.

_ The Bibliograr-ier may also find it valuable to_develop a partiCUlat
profesSional relationship with one of the other bibliographerS in Collection
Development. This individual could_act as an advisor4 sounding bbatd4 etc._
By formalizing the role of this person_vis a vis the Bibliogtapher, the latter
may feel more comfortable in approaching the other person, And the fOrmet May_
better understand what is expected of him or het. The ASsistant Director will
diScuSS thiS possibility with the Bibliographer;

II. Uni:xersity Libraries policy and procedures orientation

PUtpoSe: To_gain sufficient knowledge of the Libraries' organization,
pOlidieS_and Ptocedures to allow the Bibliographer to accomplish his
Work efficiently, and to communicate accurate information to faculty and
StUdentS.

1. ReView organization chart, get explanation of various
departments' functions, an:.! read Librat Policy and PtOcedUrOS file.
Deadline:_August 8; (M. Gleason)
2. TOUr all Universicy Libraries' units. Deadline: August 8. (M.
Gleason and bibliographers)
3._Spend at least one-half day_each_in Acquisitions, Cataloqing, and
Reference, for a pre-arranged introduction to their operations.
Deadline: August 22. (L. Zeugner, S. Akai, A. Lonie)
4. Work_ experience in the Reference Department, two to four hours
per week_throUgh the Fall semester, at first observing and
eventually assisting. Deadlime:-December 15. (A.Lonie)

Collection Development Orientation

purpose: To_increase understanding of the role of Bibliographer and of
collection development functions and issues.

ActivitiOS:
1. RevieW materialS relating to collection development as carried
out in the University Libraries. Deadline: August 15. (M; Gleason)



2; Read Collection Management and Development Institute materials

and selected items from collection development bibliography.
Deadline: August 29. (M. Glec,son)
3. Meet individually with current biblioirapherv in order to discuss
their methods, observations, and overlapping collection
responsibilities. Deadline: August 29. (C. Ames, P. Bick-Janicki,
L. FUderer, J. Hue ner, A. Krieger

_
IV. Orientation 4-.0 University Programs and Faculty

Purpose: To gain familiarity with the courses and the research which the
collection support.

Activities:
1.Read relevant sections of University catalogs, brochures and
descriptions of faculty research. Deadline: August 15. (M. Gleason)
2; Meet with former Liaisons with Government and Economics to
discuss their experience and observations; Deadline: August 22. (T.

Ivanusi A; Lonie)
3; Meet with Chairmen and/or Library coordinators for Government and
Economics Department and with Directors of Kellogg Institute in
order to make plans for the coming year. Deadline: August 29.
(Arnold, Francis, Craypoi Cavisson, Bartell, O'Donnell, Wilde)
4; Introduce self to faculty in academic departments and_Kellogg
Institute by letter, or attendance at meetings, or individual
interviews; Deadline: November 1. (Tarrago)
5; Make plans for attending Institute and Departmental programs,
lectures, auditingi taking (?) GOvernment or Economics courses in
Latin AmercFr.i etc; Deadlinel August 22 for initial planning, to be
carrie0 .Nat bnrough the 1986-87 academic year. (Tarrago)

V. Orientation to ci2 ...7tions in relevant disciplines.

Purpose: To gain familiarity with research collections in Latin American
studies, government and economics in order to evaluate our present
collections and build better ones.

Activities:
1. Familiarize self with the organization, coverage and possible
usefulness of major bibliographic tools in the relevant subjects
(both current and retrospective). Deadline: October 1. (Tarrago,
with assistance of Reference librarians, bibliographers, and members
of the teaching faculty)
2. Read materials from SALALMi and other sicinificant reference:: for
the collecting of Latin American materials. Dciline! -ictober 1,
and continuing. (Tarrago) _

3. Review the shelf list and shelves where Latin American material8
are classed, using the RLG Latin American Cons?ectus as a guide.
Deadline: October 1. (Tarrago) _

4._ReVieW the UniVerSity Libraries' Latin Americin journal
Collection, identifyinj immediate needs._ i"eadline: 3anuary 1-
(Tarrago0 in consultation with memb,,.rs of the Kello9(4 Institt.lte)
5. Canvass faculty from the Government and E:.:cnomics Department to
learn of pending requests for.new subsc,:lOtions ani their relatiJe

70



priority. Deadline: October_l- (Tarrago, in consultation with
meMbers of the teething faculty)
6; Review and select items from the approval and gift_bOoks in the
fields of Latin America, political science add economics, guided by
Gleason, and discussing problems with her and_other appropriate
parties, Deadline: Begin_immediately, gradually_assuming more
independence. (Terregb, GleaSon, and_others, as necessary)
7. RevieW ectUtUleted Materiel aWaiting dediSiOnS, making
appropriate disposition. Deadline: October 1. (Tarrago, Gleason,
appropriate members of teaching faculty and Kellogg Institute)
8. Identify three major academic library collections in Latin
American studies appropriate for visiting, and make such visits,
having prepared an agenda of questions to be answered, observat
to be made,_and issues to be discussed. Deadline: December 1.
iTarrago, Gleason, with advice of members of Kellogg Institute)
9. plan a fOrmal evaluation of at least three parts of the Lae:.
American collection, and one each of the political science and
economics_c011ection- Deadline: June 1. (Tarrago, in consultation
with_teaching_facUlty)
10. cooplete the Latin AMerican segment of_the RLG Conspectus, and
using that as a guidet_write a collection developmnt poli.7.1, for the
Latin American collection. Deadline: June 1. (Tarrago, in
consultation with GleaSon, relevant bibliographers and faculty
momber8)

VI. Orientation to the International Studies Resource Center;

Purpose: Tb gain zufficient knowledge of the aims of the Center to allow
the Bibliographer to assist in its organization and oversee its
collections.

Activities:

1. Meet with J. Bossler for an explanation of the plans for the_
Center, an introduction_to IDC, and tO the Center Staff. Deadline:
August 15. (J. Bessler)

2. Review the various_types of materials_now in storage,_in the
Kellogg Institute, and in the InStitute for Pastoral Ministry, that
will become part Of the ISRC collections. Deadline: September 1.
(Gleason, Domingo, Pelton, Foley)
3; Develop, in_cooperation with the Center's LTA, a plan foz the
organization of the materialS in ISRC. Deadline: October 1.
(Tarrago, Gleason, BOSSler)



DAY '1:

SUNY, ALBANY

NEW BIBLIOGRAPHERS' TRAINING PROGRAM

FALL 1984

Initill seasions with Personnel Officer and Tdrector.

10/10:30 - 12 Head,Collection Development introduces bibliographer
to office z..n1 to the location of Room 210, describing
availability -F office supplies, the phone system,
daily check,:, requirements, and mailboxes/message en-
velopes.

A copy of ,L ILDrary's organization chart (and those
of separate divisions) and a self-guided tour booklet,
annotated with names of people.to contact when problems
arise, are presented to the bibliographer, who is encour-
aged to spend the rest of the morning exploring the
library.

12 - 1 Lunch with Head, Collection Development, Assistant-Dir-
ector for Planning and Resource Development, and one
other bibliographer.

1:30 - 3 Head, Collection Development,
1) surveys naw bibliographer's previous exposr-e to

collection development and the literature or subjects
to be assigned;

2) describes plan for training and any modifications;
3) discusses scope of collection development, its pro-

fessional organizations and literature--recommends
sampling of Collection Development in Libraries; a
Treatise;

4) describes philosophy, history and organization of
collection development at SUNYA and expectations for
bibliographers in the areas of selection, collection
managem projects (recent and in process), liaison,
bibliog )hic instruction, computer search and/or
referencem,rovides a copy of the latest Collection
''evelopment Department annual report, the latest
Technical Services and Reference Services annual
reports, and Main Library Bibliugraphers' Meeting
minutes for the past year.

DAY 2:

9 - 10 Ii0311, Collection Development,
1) Introduces Collection Development Policy, SUNYA P & P

Manual, and collection size and use printouts; .

2) describes funding of SUNYA collection develupt.leilt (with
appropri,.te Jorut:ntation): total acquisitions budget,
discretionary/firm order budget, current allocations,
annual budget requests, order year vs. fiscal year
'concept, grants and special funds including Coordinated
Collection Development grant and cooperative program
with NYSL, management data including encumbrance and
expenditure reports, and fund monitoring responsibilities
and methnds.

11 - :7 3) discusses subject assignments, providing documentation
such as specific collection policies, graduate and
undergraduate bulletins, Accent on Research, Faxon sub-
scription printouts, faculty lists with dissertation
titles, and most recent collection evaluations.

1
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4) introduces Mentor.

12 = 1 Ltach with Mentorand.two other bibliographers;

1:30 - 2:30 Mentor and Head* Collection Developmunt,
1) discuss selection tools usedads, Choice, form_selec-

tions. review_journals, subject-specific journals--and
types of_acquisitions--discretionary orders,.approval
plans, standing orders; subscriptions, memberships,
gifts;

2) introducehibliographer to Pre-Order Flarch Unit;
[Mentor will attend as many of the following sessions as possible.]

.2:45 = 3:45 Head;__PreOrder_Search Unit;
1) introduces unit staff;
2) describes organization of the unit and activities

_ performed;
A) conducts tour Of Room 210, illustrating workflow;

tools; and variations of process for different types
of orders_and.information=only searches, providing
samples of forms used.

DAY 3:

9 - 11 BUed,-Atquisitions-Department, and other assigned staff
1) provide overview of workflow;
2) discuss firm orders; standing orders and periodicals,

with introduction to files and Kardex; _

3) describe order placement, vendor selection, RUSH and
special handling requests;

4) illustrate varieties of on-order and received mUltiples
in card_cataivg and rationale for lotating received
maetrials;

5) discuss tracing an order;
6) provide information on approval plans and their

relations!21p vih standing r-ders;

7) explain policif.a practes related to examination
copies; freeti:4mi p...Jvchases;

8) illustrate paprv..,rk invoi,ed in receipt_and payment;
9) tour review shelves* new book trucks,_and_forms used

.for approval rejects and location designation.

12 - 1 Lunch vith Head, Acquisitions; and Acquisitions LTAS.

1:30 = 2:30 Completion of Acquisitions Lepartment session topics.

DAY 4:

9 - 10 Covernment_Publications Coordinator
1) describes acquisitions methods--in contrast with Acqui-

sitions Department activities--and budget and policies
for government_publications; '

2) introducts G Kardex, other general GP reference tools,
GP collection organization, GP personnel and their
assignments.

11 - 12 Special Collgctions Head _

1) describes content and location of collections and aer-
vices--including Preservation Collection and conserva-
tion activiti2s;

2) describes how materials are designated for SPE.

12 - 1 Lunch with GP_Coordinator (as bibliographer) and two
other bibliographers.
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1:30 = 2:30 Reference Coordinator
I) describes content arm_ management of 0.eference Collection;
2) discusses Reference_Collection_pol statement and

consultation_cn adding materials to_tlie collectioni_
[Training foi referehCe deSk SerVice t4ill be scheduled after this program.]

3 - 4 Head; Interlibrary Loan,
1) describes interlibrary_loan policies and procedures;
2).diSCUSSeS data gathered and communications with biblio-

graphers;
3) introduces NYSL access, NYSILL, CDLC, and CRL.

DAY 5:

9 - 10
1) introduces computer room and personnel;
2) describes status of LCS and GEAC;
3) discusses future data possibilities from_GBAC;
4) introduces future systems plans for Acquisitions and

Online Catalog;
5) relates these systeMs to oVerall library auto

10:30 - 12 Head; Cataloging Department, discuSseS:
1) copy cataloging;
2) original cataloging;

gifts--espetially conSiderations for processing when
accepting them;

4) backlog and access to it;
5) RUSH and special handling;
6) use of OCLei MRMSi and. future RLIN systeMS.

12 - Lunth With -MadS:Cataloging and CASM, and 12gLisdicals
Cataloger.

1:30 - 2:30 Head, Catalog, Authority and-Shelflist Maintenance, discusses:
.1) authoritiec;
2) Shelflist;
3) GEAC updates, especially add-ons of various sorts;
4) catalogs and record problems;
5) binding and other physical processing activities.

3 - 4 Periodicaltataloger
1) deScribes periodicals cataloging practices;
2) relates them to periodicals database;
3) Introduces periodicals printout and its interpretation.

DAY 6:

9 = 10 Head; Circulation, describes
1) relationships and statuS Of LCS, GEAC, and McBee traliz-

actions; _

2) routing new books to faculty and forms used;
3) StaCk maintenance activities;
4) future barcoding plans.

11 - 12 BiblioAraphic Instruction Coordinator discusses

1) generallibrary tours;
2) workbOOkS;
3).library publications;
4) history of courses for credit;
5).assistance offered for subject-specific instruction

sessions.
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12 - 1 Lunch with Head, Pre==0? er Search, and remaining biblio
graphers.

Computer Search Services Coordinator describes
1) policies and Or6Cedi 'es;
2) databases searched referrals;
3) training opportun .

computer search service

Head, Non-Print Serl
1) Reserve Collectil
2) Microforms, read(
3) Periodicals colic
4) Special Facilitie
5) Other non-print (

1:30 - 2:."0

[Training

3 - 4:30

for

DAY 7 through 11

9 - 11:30 and
1:30 - 4

DAY 12 thieugh 16

Hours to be
arranged

DAY 17

12 - 1

1:30 - 3

-? scheduled after this program.]

troduces
cies and procedures;
nters, access tools;
policies and procedures;
ials;
erials.

Work in Pre-Order SearCh Unit

Work in Technical Services

Head- GLPP_and GLPP Bibliographers
1) tour GLPP facilities and collections;
2) discuss collection overlaps with Main Library*

with special reference to the new bibliographer
assigned subjects.

Lunch with GLPP librarians

Head, Collection Develccment, provides wrap-up session,
emphasizing expectations of bibliographers and priorities
and time management.

New bibliographer provides evaluation_of training program
(to be continued during bi-weekly meetings with Head,
Collection Develoment).

DAY 18 Nt:4 bibliographer begins regular collection development
activities. Head-Collection-Develooment schedules_
initial meetings with heads of academic units and estab-
lished liaisons to be attended by new bibliographer and
bibliographer currently carrying subject responsibilities
to be transferred to new bibliographer (Head, Collection
Development participates in these meetings).

Mentor assists bibliographer in recalling or locating
documentation on specific procedures and situations and
reviews all requests sent t. Pre-Order Search Unit with
new bibliographer to point out missing information and
other_peculiarities. (Mentor does not serve_as an evalua-
tor, but rather as a more experienced peer.)

[Additional responsibilities, such_as reference desk work and Computer_Search
Service appointments, will result in added specific training sessions.]



7/83

UNIVERSITY OF WATERLOO LIBRARY

WORKSHOP ON COLLECTIONS MANAGEMENT

1. Objectives

To provide library staff with an overview of the
purpose and composition of a collections
management program, and to solicit questions and
comments concerning its application at the
University of Waterloo

2. Format

Twoday workshop, each day divided up into four
onehour sessions, each session to consist of a
30 minute presentation, followed by a review_of
the results of_a previously_distributed opinion
survey (see NOTE below), and a general question
and discussion period

3i SYilabtt

Institutional and_library goals._Conversion of
goals into_specific objectives through programs
and the allocation of resourcesi Constraints
upon_the development_of_collections_e.g.
funding; space, curriculum, cooperative
agreements. The role of_collections management.
Components of a collections_management_program.
ColleCtions development policies. AcquiSition
policies; Selection; Acquisition programs.
C011eotion. Storage and weeding programS.
InStitUtional cooperation

4. Program

Day 1 (Session 1)

InStitutional goals and objectives, and
library_collections management. Components of a
C011eCtions management program collection
development policies, selection and
aCqUitition procedures, acquisitions programs,
collection evaluation

Day 1 (Session 2)

Collection_development policies and their
relationship to teaching_and research programs.
Program and course changes and collection
development objectives. Longrange planning and
pieinthesky
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Day 1 (Session 3)

Selection and acquisition programs, and
constraints that can influence them - Space and
equipment; funding, cooperative agreements

Day i (Session 4)

Objeatives of collection evaluation and the
the corponents of a collection evaluation
program user surveys, list checking and
ttatistidal analyses

Day 2 (Session 1)

User surveys - profits and pitfalls. ExampleS
from some previous CAP projects; Some possible
Applications at the University of Waterloo -
quality of the collection; accessibility,
availaIIlity

Day 2 (Session 2)

List checking - selecting the right list.
Problems with citations. Information to be
collected. Analysing the results. Conclusions.

Day 2 !Session 3)

Sources of data for statistical analyses. Some
analytiCal techniques, with examples from CAP
projectS

Day 2 (Session 4)

Applications of the results of a collection
evaluation to collections development policies,
selection and acquisition programs, conservation
practices, and storage and weeding programs.
Ultimate effects upon library resource
allocation e.g. personnel, budget and space

NOTE

The intent of the opinion survey would be to
identify the attitudes of selectors to their
collecting responsibilities, library's role in
teaching and research, coordination and
cooperation in collections development, weeding
and storage, academic planning and library
support
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UNIVERSITY OF WATERLOO

GUIDELINES FOR LIAISON LIIMIATIANS VISA-VIS

DE?ARTMENTAL LIBRARY REPRESENTATIVES

The Library assigns liaison librarians to work with the departmental library
representatives to facilitate communication between the T..ibr:lry and the
department, to develop the library collection a.:!ci to prepare fund5
for the acquisition of library matrialS.

In respect of communication, the liaison librarian:

informs the departmental library representative of Library resources,
services, policies, matters of current interest, orientation and
instruction programs

informs the Library of any concerns the department has with any aspect
of the library operation

informs tl-e Library of the requirements of the Department, and
wherever possible, addresses these requests directly (e.g. orientation)

is available to attend departmental meetings by invitation to present
and receive information and comment concerning Library services.

In respect of collections development, the liaison librarian:

assists the departmental library representative in becoming familiar
with the strengths and weaknesses of the Library's collections, with the
department's Collection Development Policy and with the Library's
selection, acquisition and weeding procedures

consults with the departmental library representative on long-range
planning of collection development

advises the departmental library representative of new acquisitions and
subscriptions

consults with the departmental library representative on proposed major
purchases or specialized materials

consults as necessary with the departmental library representative when
preparing assessments of the library collection and programs (e.g.
ACAP).
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In respect of the acquisitions budget, the liaison librarian:

keeps the departmental library representative informed of the
commitments and expenditures of the acquisitions budget over the
course of the year

solicits the assistance of the departmental library representative in
drafting the annual acquisitions budget

ensures that the acquisitions budget request accurately reflects the
amount required to support academic programs and research.

June 11, 1984
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Guidelines for Selectors
AuguSt 14, 1986

Guidelines_for_Selecture

2.0 INTRODUCTION

PENNSYLVANIA STATE UNIVERSITY

Attachment 5: Excerpt from
Collection Development Guide-
lines (draft)...Bibliographer's
Manual

These Guidelines_ are intended as a training guide and sourcebook for new
selectors, a continuing reference for experienced selectors, and an aid for
supervisors of selectors. It is above all a tool for the collection
development function.

This document contains the following sections: I. The mission statement for
the collection development function; II; A timetable for collection
development functions; III. A list of the major collection development
activities including sections on the selection of materials, faculty liaison,
collection management_and_evaluation, financial control and continuing
education and professional development. The activities in each section are
listed in priority order and suggestions for implementation have been added.
It is_the responsibility of the selector, in consultation with the appropriate
Department Head and the Coordinator for_Collection Development, to set goals
for each year_in accordance with the collection development timetable; IV. A
list_of policies_and procedures relevant to the collection development
function; the actual policies and procedures form an Appendix to these

loj
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Guidelines for Selectors
August 14, 1986

4.0 TIMETABLE FOR COLLECTION DEVELOPMENT FUNCTIONS

a. July-August:

b. January-February:

c. By May 1st:

In consultation with the appropriate Department Head and
the Coordinator for Collection Development set plans and
goals for the future following guidelines contained in
this manual.

Assess progress made toward goals set_in_July-August.
Write summary report to be ghared with thg appropriate
Department_Chief and the Coordinator for Collection
Development;

Written evaluations on the previous year's performance,
including the collection development function, will be
written by the appropriate Department Chief who will
consult, as appropriate, with the Coordinator for
Collection Development. (See attached)

4.1 Selection of Materials

I. Priority I

1. Develop, use and routinely review a working list of selection
tools.

2. Develop a systematic and qualitative approach to selection based
on knowledge and understanding of the academic and research
programs in the assigned area.

3. Review and evaluate library materials received through approval,
blanket and gift and exchange programs and give feed-back
regarding the profile and how well the approval plans are
working.

4. Identify bibliographers in related fields and work with theta as
appropriate to coordinate the acquisitions of library materials.
Develop a regular mechanism for this coordination.

5. Monitor funds assigned for subject(s) or field(s).

6. Encourage suggestions from library users for library materials
purchase.

7. Become familiar with library policies affecting selection
decision, e.g. gifts, software, etc.

1 02
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Guidelines for Selectors
August 14, 1986

II. Priority II

I. Identify and coordinate with Acquisitions, gifts and exchanges
sto upplement purchased items in subject area for addition to the
collection.

Suggestions_ _f_ot PmPnta tion

1. In addition to general tools such as BPR, Weekly Record, and national
bibliographies, a working Iist of selection tools should include:
(1) specialized journals which feature book reviews, books received
notices or advertisements; (2) dealers' list and catalogs; (3)
publishers' catalogs and brochures; interlibrary loan requests; (4)
standard bibliographies in the fields.

2. Learn how to use the Collection Development Policy as a tool for
modifying expenditures; according to budget changes.

3. Consider regular; formal or informal meetings with selectors whose
fields inter-reIate with yours to coordinate selection and location
of materials.

4. Keep close contact with Acquisitions Librarians on approval plans,
alternative funding, etc.

5. Set a time-table for collection development functions.

4.2 Faculty Liaison

I. Priority I

1. Arrange to attend the first faculty meeting of the department or
college in order to introduce yourself; arrange attendance at
other meetings if appropriate and feasible.

2. Communicate frequently with library committees, departmental
representati7es and other interested faculty.

3. Contact each new faculty member in the department on his/her
arrival.

4. Direct a communication, either written or in person, to faculty
members in the department at least once a year.

5. Visit with department chairperson, particularly if newly
appointed, to discuss programmatic priorities, trends and plans
for curricula.

1 03
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Guidelines for Selectors
August 14, 1986

6. Keep informed as much as posSible about indiViOual faculty
members' professional actiVitieS and intereSts.

7. Get on department mailing lists.

8. Consult with appropriate faculty befOrd ad4uiring unusually
expensive items or making important Changes.

I . Priority II

1. Act as liaison for faculty with other areas of the library system
when appropriate.

2. Keep in contact with graduate advisors and/or thesis and
dissertation adViSor8 for awareness of ongoing research in
subject area.

3. Monitor university_publications (Intercom, Senate Blue Sheets,
etc.) for change8 in programs, new appointments and faculty
activities.

4.3 Collection_Manasement and Evaluation

1. Engage in continuous review of cUrrent Serial subscriptions.

2. Weed lesser-used materials for location in the Library Annex or
withdrawal.

3. Undertake assessments of_the collection by re-Viewing and eValuating
holdings in given subject(s).

a. Within assigned subject(s)_cotduct an evaluation of a diScrete
part of the collection each year.

b. Undertake major assessment of significant portion of the
collection within assigned subject(s) every 3-5 yeart

Suggestions and Implementation

1. Within assigned subject(s) check holdings against standard
bibliographies.

2. Within assigned subject(s) check holdings against specialized liStS
such as the RLG Verification Studies, bibliographies published.in
journals and those issued by special libraries as available.

3. Determine sources of information and statistics to promote effective
management decisions.
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Guidelines for Selectors
August 14, 1986

4. Familiarize yourself with acquisitions policieS affecting Selection,
withdrawal and other management decisions

4.4 Fund Management

I. Priority I.

1. Assume responsibility for administering all funds allocated Or
made available for assigned subject(s)

2. Become familiar_with_annual estimates_of expenditureSJOr library
materials in assigned subject froth all toUrteS,_inclUding
serials, approval plans, allocations and spttial funds.

3. Make annual written materials budget request to Cootdinatör for
Collection Development and the Acquisitions Librarian baSed on
factual information.

SuggestionS for Implementation

1. Become familiar with monthly budget reports from Acquisitiong.

2. Become familiar with annual estimates of expenditures made dt the end
of each fiscal year by Acquisitions.

3. BeCOMe familiar with estimates of expenditures made with report of
allocations for each new fiscal year.

4. Be aware of the average price of a book for assigned SUbjeCt(6)
through annual reports issued by PW and Librar- Journal, etc.

4.5 Continuing Education and Professional Developmc,,nt

I. Priority I.

1. DeVelop depth and breadth in knowledge of assigned field(s).

2; Keep up with literature on the use of library materials in
assigned field(s).

II. Priority II.

1. Be at.lare Of on-line databases available in assigned field(s)and
exiating housing and servicing patterns.
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Guidelines for_Selectors
Auguat 14, 1986

III. Priority III.

1. Write book reviews in the subject area.

2. Publish research in assigned subject field(s) with emphasison
bibliographical resources.

SUggettions for IMplementation

1. Maintain familiarity with journal literature in the subject;noting
trenda and changes.

2. Attend lectures, seminars, wórkshops, conferences, etc., both on and
off campus, as appropriate and significant for increasing knowledge
in the Subject area.

3. Audit or take for Credit courses in the assigned subject fieId(s).
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Bibliographer's Handbook

INTRODUCTION

INTENDED AUDIENCE AND USE

The Bibliographer's Handbook is _intended to serve as an
orientation aid for new bibliographers, a sourcebook and guide
to collection development for new and experienced
bibliographers, and a reference for the non-bibliographersupervisor of bibliographers. It is also intended to acquaint
other library staff with the role of bibliographers.

PURPOSE AND HE=

The Handbook has two underlying purposes. The first is to
strengthen the Library's Collection Development Program throughdefinition of its aims, functions and practice. The second is
to improve administration of the program.
These statements of purpose grew out of specific needs. Orien-tation for new bibliographers, for example, called _for a
document which analyzes bibliographer functions and tackles theissue of what to do first. Experienced bibliographers needed to
recognize purposes held in common and gain better understanding
of their roles in the administration of the Collection Develop-
ment Program. Also needed was more complete information on the
collection development process, especially by librarians who,
though not themselves bibliographers, were supervisors ofbibliographers.
The context of the Handbook will be set by two related
publications, a Collection Development Policy_ and a Librar-y
Handbook for Faculty. Together they shall address a philosophyof materials selection as well as specific collecting guidelinesand acquisitions procedures.
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Bibliographer's Handbook

SCOPE

While The Bibliograph-Ws Handbook seeks to provide an overviewof the Collection Development Program, it is intended to accom-pany two other publications, The Collection Development Policyor Library Handbook for Fati illy. In keeping with its intendeduses the Handbook is practical in character. It also offersoptions rather than prescriptions, partly because it is directedto a variable audience; but also because collection developmentdoes not lend itself to absolutes.
The Handbook addresses a particularized_ situation which antici-pates continuing change; Inclusion of specific concepts orsuggestions is not necessarialy intended to convey the notion of"best professional practice" and may simply mean "best strategyunder present circumstances;" Fund accounting in a currentlynon-automated mode is a case in point. The Handbook as a wholeis an evolving document that is frankly experimental in someaspects.
What doesn't work will be discarded or replaced. In recognitionof its dynamic character the H-a-ndbOOR is in loose=leaf format.

METHOD

The content of this Handbook consists of _a thcAightful adaptationof the Bibliographer's Manual of the University of Texas atAustin to the present circumstances in the MCGill libraries.*Further developments will occasion new and/or altered sections,reflecting special arrangements, policies etc. required to meetthe special needs of our McGill constituencies.

ft Bibliographer's Manual: A Guide _to the General Libr-arieS
C011ection Development program Contributions to Librarianship,no. 7 (Austin: The General Libraries, The University of Texas atAustin, 1982.)
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SPECIFIC RESPONSIBILITIES OF BIBLIOGRAPHERS

Essential
Bibliographers' meetings
Faculty interviews
Faculty liaison (handle requests,

collection issues, provide SDI
Review approval books
Review form selections (BNA, BHB,

query them on_
service, etc.)

Harrassowitz,
Touzot, Coutts, Bennett)

Review gift and exchange books
Review special gift collections or en bloc purchases
Review exchange lists
Review most important retrospective catalogs and lists
Serial requests, with justification
Make renewal evaluation for new subscriptions
Prepare and review shared purchase requests
Review ILL requests
Book and serial replacement worksheets
Queries from Bindery unit on replacement of

mutilated materials or missing issues
Selective cancellation of subscriptions

or standing orders
Review of cancelled orders for disposition
Update or revise selection policies

Im_portantor---Des-itable

Attend Collection Development Committee meetings
Review book trucks (direct orders,

forms selections, and "bookhere's")
Check Liv-res- du mois, other lists of

monographs and serials
Review less important catalogs, lists,

and flyers received
Check appropriate bibliographies for filling gaps
Attend faculty meetings (where appropriate

and when invited)

_Optional
Attend fE;cuIty colloquia and other meetings
Attend wcrkshops relating to collection development
Check current titles or titles reviewed by Cholcs, etc.

Frequency

1-2 hours a week
Annually

As needed
2-3 rites monthly

Continually
Periodic
Occasional
Periodic
Continually
As needed
Periodic
Annually
Periodic
Periodic

Periodic

Ag desirable
Periodic
AS necessary

2-3 times a year

1-3 p-er week

Periodic

Periodic
As time permits

Occasional

_Special_Projects
For new bibliographers: Interview all available facuIty_members
Ongoing: North American Collections Inventory Project (NCIP)

Selection of materials for storage in the Southern Regional Library
Facility (SRLF)

Past: Review of an subscriptions and standing orders for rating and selective
cancellation

Review of 'transit' backlog
Random sampling of collection for storage statistics___
Meetings with UCR bibliographers on intercampus cooperation
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BRIGHAM YOUNG UNIVERSITY

HAROLD B. LEE LIBRARY
COLLECTION DEVELOPMENT DIVISION

Faculty Relations

The two primary goals of the Collection Development Division are to:

I. build collections by supporting curriculum and research at Brigham Young
University, and

2. facilitate access to library collections by providing reference service,
research assistance, and bibliographic instruction.

The successful accomplishment of these goals requires that the division
maintain a close working relationship with the academic units of the
University, including colleges, departments, institutes, and research centers.
Of paramount importance is also division support of individual faculty members
in their instructional and research assignments.

The responsibility for relations with academic units and their faculty
reseats with the subject selectors. Subject selectors are assigned those
academic units whose curriculum is most closely aligned with their collection
development responsibilities. Because of the interdisciplinary and overlapping
nature of both the university's curriculum and the division's collection
development assignments, more than one subject selector may be assigned to an
academic unit.

Subject selectors are expected to maintain contact with their assigned
academic units through meetings as outlined below. In addition to these formal
meetings, subject selectors should work with individual faculty members in
building collections; providing research support, and developing bibliographic
instruction programs.

Scheduled Meetings

1. Meetings with college deans annually
2. Meetings with department chairmen_-- biannually
3. Meetings with faculty representatives_-- monthly or biannually
4. Attendance at department faculty meeting -- biannually'
5. Introductory meeting with new faculty -- upon hire

One function of these meetings is to gather information_abbut academic
programs that will enable subject selectors to update collection development
policy statements, bibliographic instruction programs; and reference services.
These meetings also provide an opportunity for subject selectors to communicate
information on library policies, services, and budgets. A final purpose for
the meetings it to elicit feedback on satisfaction with library support.
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Suggested agendas have been developed for the meetings outlined above. Of
necessity; these agendas are generic and quite basic. Prior to each meeting,
subject selectors shou/d review the agenda and add appropriate items. Because
subject selectors are the library's primary representatives to academic units,
they are asked to communicate information and gather feedback on all library
services,_including those offered oy the General Services and Technical
Services Divisions.

Following meetings with deans and department chairmen, subject selectors
are to submit a brief written report to the Assistant University Librarian for
Collection Development. This report should outline changes in academic
programs which may impact the library. The report should also include an
evaluation of the college's_or department's satisfaction with library
collections and services. The Assistant University Librarian for Collection
Development will communicate pertinent information from these reports to the
Library Administrative Council.

The agendas for the various academic meetings follow.
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DEPARTMENT FACULTY MEETING

Agenda

Suggested frequency: Biannually
Suggested length: 15 minutes

A. Budget Report

1. Monographic allocation and balance

2; Serials allocati-an and balance

B. Library Update

1. New policies

2. New services

3. Organizational changes

C. Suggestions for Improvement of the Library Program

1. Collection support

2. Library services

D. Questions on Library Program
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FACULTY REPRESENTATIVFS MEETING

Agenda

First Meeting

A. Faculty Representative Program

1; Rele of faculty representative
2. Faculty representatives manual

B. How the Library Acquires Materials

I. Standing order and approval programs
2. Firm order program
3. Serial subscriptions
4. Non-book formats

C. Library budget

I. Department allocation

a. Monographs
b. Serials

2. Budget reports

D. Ordering Procedures

1 MonoGraphs
2. Serials

E. Library Orientation

I. Tour
2. Demonstrations (RLIN, BYLINE, CARS)
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FACULTY REPRESENTATIVES MEETING

Agendei

Monthly Meeting

Suggested frequency: At least once a semester, preferably monthly
Suggested length: 30-60 minutes

A. Budget Report

I. Monographs

2. Serials

B. Consideration of Purchase Requests

C. Library Update

I. New policies

2. New services

3. Organizational changes

D. Department Satisfaction with Library Collection and Services

E. Questions on Library Program



NEW FACULTY LIBRARY ORIENTATION

Agenda

Frequency:
Length:

At time of hire
I to 2 hours

A. Welcome to University

B. Explanation of Library Organization

I. Library Divisions

2. Library Administration

3. Library Council

C. Library Services

I. Faculty library Guide

2. Circulation

a. Faculty book deliverY

3. Interlibrary Loan

4. RLIN, BYLINE, CARS

5. Reference service and research assistance

6. Bibliographic instruction program

D. Collection Development

I. Library representative program

2. Library budgets and reports

3. Recent acquisition list

E. Tour of LibrarY

F. Demonstrations (RLIN, BYLINE, CARS)

101

122



Elmer Holmes Bobst Librar
New York University

Facultg
Information

Bulletin/

CDLIECTIDIVDEVELOPEENr-

Materials for the Library's collectionS are selected by subject specialists
who work in the various reference centers at Bobst Library. Mese peopae are
responsible for choosing books, journals and other material which meet the study
and research needs of New York University'S students _alma faculty. Faculty
participation in selection is welcome and encouraged. The Collection Management
Department, with the Library's Collection Development Committee, is responsible
for coordinating the work of all those who select material for the Library. To
get in touch with the subject specialist assigned to your department or program,
inquire at the Collection Management Office located on the mezzanine in Bobst, or
call Joan Grant, Director of Collection Management (598-2378).

ICOE_SELECLIQU
The bulk of the Library's domestically published books are received on
approval from several book distributors. Under the terms of theSe approval paans,
books in subject areas of interest are autcmatically received. Subject specialists
review each shipment, selecting those items of value to the Library'S collections.
A similar plan is in effect for books published in England. In addition, blanket
orders are maintained for certain subjects with dealers in France, Germany, Spain
and several Latin_ American countries. For publicationS not covered by approval
plans and for retrospective material, subject specialistS generate individual
orders. If faculty nembers wish to recarmend orders or learn about procedures or
approval plan coverage, they should contact the librarian responsible for
selection in their particular subject area.

Extensive reference sets, major microfilm collections, and other substantial
works are also purchased. Such acquisitions, are made selectively depending upon
availability of funds. Factors considered by the CCurittee in evaluating major
purchase requests include:

-relevance of the material to program needs;
-quality of guides or indexes;
-anticipated use of the material;
-availability elsewhere in the city.

Note: Orders for books to be placed on reserve should be sent directly to the
Reserve Room.

JOURNAL SELECTION
Because subscriptions involve the commitment of both current and future funds, all
journal requests are carefully scrutinized by the Collection Development
Committee. This insures the Library's continued ability to add new titles on a
selective basis in spite of budget limitations. The criteria considered by the
Committee include but are not limited to:



Collection Development

-relevance to the curriculum and existing collection strengths;
-coverage in indexing and/or abstracting sources;
-credentials of editor, editorial board and contributors;
-availability at other libraries through resource sharing
agreements;
-assessment of sample issues made available for in-house review.

GIFTS
The library accepts gifts_of books and other _materials Which will_ enhanCe the

research strengths _of _its collection. All donations _are received_ with_the
understanding that the library may keep or dispose of the book& at it8 diSctetion.
Anyone interested_in making a_donation should contact Frank Walker at 598=3756 Or
consult Faculty Information pulletin #2 for detail8 on the library's gift policy
and procedures.

usEora1l3E-R CD-LIMP:Ms
Through the Library's participation in a variety of cooperative arrangements,
users have access to the collections of a number of_libraries. Use of the rich

library _resources in the metropolitan area and northeast can serve as an
invaluable supplement to the collections at NYU. Additional details on using the
libraries of the following institutions are available at the reference desk on the
first floor of Bobst.

Research Library Association of South Manhattan (rlhe

Consortium)-"Beciprocal access and borrowing privileges at
the New School for Social Research, Parsons School of Design
and Cooper Union for the Advancement of Science and Art.

Hebrew Union--Reciprocal access and borrowing privileges.

Columbia University--Stack privileges for faculty and
doctoral candidates.

Research Libraries Group (RLG)--Reciprocal access and
priority interlibrary loan at the 27 RLG members which
include the New York Public Library, Yale, Princeton,
Columbia, Cornell Penn8ylvania and Stanford.

Metropolitan Reference and Research Library Resource Agency
(METR))--Referral services for on7site _use of specific
materials in many libraries in New York City;

1/83 00L003
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SELECTOR

TEMPLE UNIVERSITY

DISCRETIONARY FUNDS AND SALARY COST

DISCRETIONARY
FUNDS

SALARY
COST

$ 540400 $ 14;123

13,5oo 10,763

8,000 120679

2;400 20541

150000 11;983

70200 60068

10800 2,674

22,200 140322

110400 4,025

27,600 6,840

40400 41452

22,200 27,700

32;500 9,562

200400 20;942

19,100 31,252

2,000 1,724

18;520 10,631

9,600 70610

210000 11,012

330000 8,450

8,400 6,178

$336,140 $225,531
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UNIVERSITY Of= WATERLOO

MANAGEMENT INFORMATION-SYSTEM (M.I.S.)

OUTLINE OF METHODOLOGY USED

An attempt has been made to display a quarterly estimate of Library
resources being allocated to various Library programs and functions, the
total cost of resources such employed, the production outputs achieved,
and the resulting unit transaction costs.

The unit production costs have been determined by using macro-
analysis rather than microanalysis - in other words, the physical out-
puts have been related to total costs for a given quarterly period for
each of the Library programs being studied.

Two major kinds of Library cost centers have been segregated and
identified:

a) processing centers (Collections)
b) support centers (Public Services)

It should be emphasized that the unit transaction costs arrived at
are only estimates and they should be treated as such.

For each of the M.I.S. functions being reported Library
management and staff directly involved in the_operation have indicated
on a percentage baSis the amount of time being spent. Direct quarterly
salary costs have been calculated for each function by applying the per-
centage time allocations.

Most of the Library's non-salary operating accounts are not broken
down by department. The following allocation process haS been adopted:
each July after the annuai salary increases have been incorporated in
the Departmental salary budgets the total non-salary operating costs are
being allocated to the Departments based on the percentage relationship
of each Departmental Salary Budget to the total Salary Budget.

The quarterly non-salary operating costs have been added to the
direct quarterly salary costs for each M.I.S. program.

_ Quarterly output statistics have been computed for each of the eight
functions. In some cases, a weighting of the statistical data has

been done. For example, a weThhting factor Jf 1.8 has been established
for Interlibrary Loan Material borrowed in order to compensate for the
longer processing time for borrowed material as compared to loaned
material.



MANAGEMENT INFORMATION SYSTEM (M.I.S.)

SUMMARY _OF UNIT COSTS, MACROANALYSIS

PERIOD: Aug. 1, 1985 - OCT. 31, 1985

CATEGORY TRANSACTION

IMIPTION-
OF COSTS

ACTUAL

COSTS

OUTPUT

DATA UNIT TRANSACTION COST

1. Collections Development Unit cost re: ordering one

volume of tit,es

Salary and non-salary

operating costs,

Direct and overhead

costs

$87,298 3,070 Unit coA per title

ordered: $28.58

T

2. Acquisition of Mono-

graphs

Unit cost re: acquiring one

volume of titles

same as above $116,360 8,908 Unit cost per physical

item received $13.13

3: Acquisition of Serials Unit cost re: acquiring a

given volume of serials

same as above $118,435 70 596 Unit cost per physical

item received $1.69

4. Cataloguing of Mono-

graphs

Unit cost re: cataloguing a

given number of items

same as above $411,830 14,025 Unit cost per physical

item catalogued $29.51

5. Cataloguing of Serials Unit cost re: cataloguing or

recataloguing a given number of

titles

same as above $20,340 422 Unit cost per title

catalogued/recatalogued

$48.44

6. Information Services Unit cost re: a given volume

of reference/information

service activity

same as above $61,375 Reference

questions

80,822

Unit cost per information

unit-reference questions

$.76

Reference

questions

/queries

Unit cost per information

unit - referenCe question/

queries $.70

87,360

7. Circulation of Library

Material

Authorized removal of material

from Library premises or

reserves areas

same as above $330,173 139,065 Unit cost per circulation

transaction $2.38

8. Interlibrary Loans Unit cost re: a given item same as above Lending Lending Unit cost per item lent..
lent or borrowed $16,873 $1,631 $10.39

128 Borrowing

$30,284

Borrowing

$1,939

Unit cost per item borrowed

$15.70
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SUMMARY OF UNIT OPERATING COSTS (ANNUAL AVERAGES)

I.L.L.
ACQUISITIONS CATALOGUING REFERENCE

PERIOD SEL. R6117-777 MON. R. QUE. QUEST/QUE. CIRC. LENT----SORR.-
Jan. 81 - Oct. 81 $11.06 $ 8.26 $ 2.13 $18.36 $ 82.96 $0.67 $ 0.58 $1.40 $ 8.19 $ 6.53

Jan. 82 - Oct. E2 12.88 10.01 2.12 23.28 180.90 0.61 0.55 1.81 7,38 8.97

Jan. 83 - Oct, 83 11.54 11.03 2.57 23.68 88.16 0.61 0.57 1.58 8.69 10.96

Jan. 84 - Oct. 84 13.24 10.54 2.98 27.15 78.03 0.59 0.56 1.57 9.34 12.35

Jan. 85 - Oct. 85 22.77 12.78 2.61 28.71 64.39 0.76 0.71 2.13 9.71 13.39
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'UNIVERSITY OF WATERLOO
CCrtL ECTION'S. AO NA-Mil/TIT' NT UW

1. For literature on c011eCtiOns management see
writings of Miller; Mosher and Stueart

2. At UW, C011eCtions management program Is a
response to_prOblems_in use of human resources;
financial support and SPace. Objective is to
make_our resources go fUtther in satisfying the
requirements of our userS

3. Collections management is one !:acet of the
operations of the C011ections DiVisiOd Of the
Library; which incl.:Wet alSo acquisitions and
Cataloguing, The Publi0 Services Division
ptovides the daytoday interfade_with the
library patronS. Communication between_the two
divisions taket_place within the administrative
structure, coMmittees and interchange Of
personnel e;g; catalogUerS at reference desk

4..The components of the CollectiOnS Management
Program are:

a) Collection DeVelOpMent Policies
b) Acquisition PolicieS
c) Budgets
dY Acquisition_Programs
e) CollectiOn EValuation

5, All the above haVe been performed previously in
some way, The intent of the C011ection
Management Program is to engurt that they are
done regularly; systematically and consistently

6. A primary emphasis will be on Collection
Evaluation; This prOgram is seen as consisting
Of three parts:

a) physical inventory
b) use/uter Studies
c) disciplinary atteSsments

What do we hope to learn frOM these studies?

e) What does the collection oontain?
Are these the right things?
Why or why tidt?
What is in the c011eCtion that is not needed?
What is not there that Should be?
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f) What needs preservation?
What needs it most?
What needs it sooner, what later?
What would inconvenience users least if
relegated to lesscostly storage

What material isobsolete, undesirable, _

redundant# and therefore could be discarded?

The answers to these questions will provide input
for improved decisions on:

g) collections development_policies
h) acquisition policies and programs
1) budgets
j) preservation policies and programs

.k) security
1) relegation/weeding

7. What have we done:

a) appointed a Coordinator, Collections
.

Management with authority 'to initiate and
coordinate all aspects of the Collections
Management Program

,b) appointed an assistant for routine work of
the Collections Management Office and
managing special projects

c) held a twoday seminar for_selectOrt.7.anct
other interested staff on the ratioOle
for, and content of, a collection
management program

d) met_with_faculty library cammittees to
explain the collections management program

e) established guidelines for initiating
collection assessments

f) performed_a shelf_inventory of the Arts
Library stacks collection, using portable
scanners

g) completed storage projects for collections in
Library Science, Chinese Civilizationi Arts
PeriOdicals stacks, ArIs_Reference collection
and Arts Government PubliCationt ttatittical
yearbooks collection
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h) run collections analySiS
circulation data and nibliographiCal
checklists, on Philosophyj EconomiCS_And

_

Earth_SCiences collections_to determine the_
most economid_ways of dollecting significant
information_about the_collections that will
provide useful input intO btdget,

_

acquisition, preservation, relegation and
Weeding decisions

S. What do we intend to do next:.

a) Evaluate our experiences with trial
Collection evaluation projects and_prepare
recommendations fOr a methodology for
future projects and_a proposed schedule for
a comprehensive colleCtion eValnation

. _

b) Evaluate our experiences With Shelf inventory
using portable scanners and prepare
recommendations for future inventory projects
and a schedlile_for inventorying the entire
collection systematically

c) Stemming from the_findihgt Of_the_inventory
Project in the Arts stacks and Other
observations of missing and damaged_ material
in the collections, by the end of the yeAr
we plan_to_prepare a report and
recommendations conterhing_the security
and conservation of the C011ections

d) Early in the new year, wa plan to condndt
, thorough review of_our existing policies
regarding_interuniverSity cooperation on the
development_and management Of collections
and determine if they_are in tune with our
present needs and plans

in 135



UNIVERSITY OF WATERLOO

MEMORANDUM

TO: Stuart MacKinnon, Collections Management

FROM: Linda Leger

DATE: January 6, 1986

RE: Report on the Evaluation of the
Physics Journal Collection

Several months ago, the Physics Graduate Officer proposed seven
new Ph.D. courses. While preparing the Collection Support for New Courses
form, I undertook to examine the Physics journal collection. This memorandum
will report the results of this evaluation.

MethOd

Using the "Journal Ranking Package by Category" section of
Journal Citation Reoorts_1983 (JCR), which lists the most highly cited
journals by subject, I selected the following categories which are of
particular interest to Physics:

Number of
unique titles

Astronomy and Astrophysics 27

Biophysics 32

Physics 62

Physics, Applied 31

Physics, Atomic, Molecular
And Chemical 15

Physics, Condensed Matter 23

Physics, Fluids and Plasmas 8

Physics, Mathematical 5

203

This list is by no means ex.haustive but includes most of those categories
for which_Physics collects at an A (Intensive) or B (Comprehensive) level,
Occasionally a title appeared in two of the categories. When this occurred,
I removed that title from the larger, more general category (usually "Physics")
and counted it only in the second category. These eight categories yielded
203 unique journal titles of direct interest to physicists.
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Each of the 203 titles was checked against the UW serials list. A
title was counted when UW held a current, on-going subscription to that title.
The titles for which UW did not hold current subscriptions (see Appendix I)
were then checked against the Cooperative Union of Scientific Serials (CUSS)
to determine which other nearby universities subscribed to them. Titles not
listed in CUSS were checked against the University of Toronto serials list
and then the Union List of Scientific Serials in Canadian Libraries (ULSSCL).
Only Ontario locations have been noted on Appendix I.

Results and Discussion

1; Untailored Results

The following chart summarizes t e results of the search o the
untailored list of 203 titles:

No. of Titles
Categary Held by UW Percentage

Astronomy and Astrophysics 21/27 78 %

Biophysics 19/32 59

Physics 48/62 77

Physics, Applied 28/31 90

Physics, Atomic, Molecular
and Chemical

13/15 87

Physics, Condensed Matter 22/23 96

Physics, Fluids and Plasmas 8/8 100

Physics, Mathematical 5/5 100

Total 164/203 81 %

The fact that UW holds 8.11, of the 203 top-cited Physics journals from an
untailored list is an extraordinary one indeed. One normally finds in
similar searches that a university with a good collection often holds less
than 70% of the titles on untailored listS.

As you know, UW and Guelph operate a joint Physics program (GWP2).
It is interesting to note that Guelph has current subscriptions to only
4 of the 39 journals not held by UW; Western holds 14 and McMaster 12. Photo-
copies.of articles from all bu.t 3 of these journals are available through inter-
library loan from Ontario libraries.

2. Tailord_Results

A list of the journal titles not held by UW for all categories
except Biophysics was submitted to Profs; Leech and Hemming for their opinion
as to whether or not they represented serious omissions in our collection.
Upon perusing this list, both gentlemen felt that there were no major
omissions in the Physics journal collection. I should point out that in



1985 I received a request for Moon & Planets from Dr. P. Wesson and
Dr. Nagi had requested that UW renew its subscription to Festkoerperprobleme -
Advances in Solid State Physics; UW had cancelled its subscription with the
1974 issue.

The list of 13 Biophysics journals not held by UW was perused by
Profs. Lepock and Kruuv (UW Biophysicists). They determined that 4 of
these titles represented serious omissions in the Biophysics collection
and 3 others were less serious omissions. The 4 essential titles are:

European Biophysical Journal
Cancer Biochemistry Biophysics
Cell Biophysics ..

Journal of Biochemical and Biophysical Methods

The results of the tailored search are as follows:

Category
No. of Titles in
Tailored List

No. Held
by UW Percentage

Astronomy and Astrophysics 22 21 95 %

Biophysics 23 19 83

Physics 48 48 100

Physics, Applied 28 28 100

Physics, Atomic, Molecular
and Chemical 13 13 100

Physics, Condensed Matter 23 22 96

Phys.ics, Fluids and Plasmas 8 8 100

Physics, Mathematical 5 5 100

Totals 170 164 96.%

These results would indicate that UW holds approximately 96% of the top-
cited Physics journals which are required by our most demanding researchers
in this discipline.

Summary

A collection is said.to be at an A-Intensive Level when it contains
between 80-100% of the resources required to support doctoral and post-doctoral
research with a minimum reliance on interlibrary loan. When we consider the
needs of the UW researchers only, it would appear that our Physics collection
is at an intensive level in that the library can supply our Physicists with
between 83 and 100% of their journal resources, as evidenced by the tailored
results above.
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When we compare our Physics_journal collection againSt the universe
of Physics journals (a task research libraries will be performing in the
North American Collections Inventory Project (NACIP)), We take a greater interest
in the results of our untailored search. If the NACIP verfilcation study for
Physics resembles the list of 203 top-cited journal titles, then_our untailored
results would also indicate that overall our Physics journal collection
approaches an A-Intensive Level.(atAl%)._However, the subcategories of
Astronomy (at 78%) and Physics (at 77%) approach a B=Comprehentive Level, and
Biophysics (at 59%) approaches a_C-Beginning Research Level. I shall be most
interested in testing our journal collection against the NACIP verification
study for Physics when this is available to us to see if these levels are
in fact accurate.

In the meantime, I recommend that, when monies are available, the
Physics Fund strengthen the Biophysics collection by several titles, beginning
with the Journal-of Biochemical and Biophysical_Methods, which is considered
by the Biophysicists as the most serious gap in the Biophysics collection.

If you wish, I would be happy to discuss the results of this
evaluation further with you. In the meantime, should yuu require
clarification or additional information, please contact me.

CC: Profs. Leech and Hemming, Physics Library Committee
Profs. Lepock and Kruuv, Biophysicists
David Hull, Physici Librarian at Guelph University

Attachments:

Appendix I - Physics Journals Not Held By UW

Appendix II Photocopies of Relevent Pages
from JCR Listing All Titles
Searched



IRVINE: THE UNIVERSITY LIBRARY

21 July 1986

CALVIN BOYER
UNIVERSITY LIBRARIAN

RE: Report of the Collection Development Task Group

Attached is the report of the Collection Developnent Task Group. The
work of the Group meeting together ',gas accomplished in one day. The chair
then wrote a draft report that was sent to all the members. The members
responded and the changes viere considered in the final report.

The Task Group was a particularly satistydng group to work wdth.
Everyone participated, the work went smoothly, and the spirit was
coommative.

Apiaointinj members from other campuses vvas an especially good idea.
Their participation vms invaluable.

32412:kw

ay toiartin Foole, Chair
llection Development Task Group

cc: Collection Development Task Group
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CALVIN BOYER
UNIVERSITY LII3RARIAN

RE: Report of the Collection Development Task Group

Introduction:

IRVINE: THE UNIVRSITY LIBRARY

21 July 1986

The Task Group was convened by the University Librarian based on discussions
between him and the Collection Develorment Officer. They agreed that the
time was propitious to undertake an analysis of the model for the management
of collection development processes. Members of the Task Group were: Ellen
Broidy, Chair, LAUC-Irvine; Cynthta Butler, Acting Assistant University
Librarian for the Biomedical Libraries; Sheila DoWd, ASsistant University
Librarian for Collection Development, Reskeley; Shirley Leung, Assistant
University Librarian for Technical Services, Irvine; George Soete,
Assistant University Librarian Collection, San Diego; Judy Horn, Head,
Government Publications/Microform; and Jay Martin Poole, Chair, Assistant
University Librarian for Public Services, Irvine. The Task Group agreed
early in its deliberatiam.that it was recamnending improvements to a
collection development program that was functioning in a basically
satisfactory manner. The principal questions considered by the Task Group
were those that concern the rum-Lion of collection development and the place
of the Collection Development Officer in the structure of the Library. The
key issue identified by the Task Group is that the authority and
responsibility for collection development for all libraries on the campus
has never been clearly defined. A, related issue is the relatlamalip) between
the person responsible for collection development and the
bibliographers/selectors in the libraries. The Task Group feels strongly
that the library-wide authority for collection development should lie with
one position.

1. The importance of collection develmaent in the structum of the
library: The Task Group affirms the need to maintain the priority of
the collecting role of the Library. Collection development constantly
impacts on the success of the Library. This is particularly true in
relationship to the faculty. In light of the recent canbining of the
Collection Development and Reference Departments, it is even more
necessary that the importance of the collection function and its
equivalency wdth public services and technical services functions be
atterted. This equivalency will assure that collection development
does not become secondary in the goals of the library.

PECOMMENDATION: The collection development function should be formally
recognized to be of equal importance with the public and technical
services functions of the library.
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2. The level of collection develorzent management in the structure of the
library: The size and complexity of the 1-brary, the academic
programs, and the campasunderlie all considerations in determining the
level of management for collection development. Collectialdevelorment
functions require suitably higlr-lemel adminierative attention. The key
question for the Task Group is: Should UCI have an Assistant
University Librarian for Collectian Development at this point in its
growth? The opinion of the Task Group is that it should for the
follagingreasons:

ai The functional organization of the library demands a level of
responsibility for collection development equal to the other
defined functional areas.

b. The need for campus-wrIde coordination of collection activities
supports the position at the AUL leveli

c. The growth of the library and the complexity of the university and
library environments both demonstrate that the threshold has been
reached that requires an AUL.

di The entire library is affected by collecting activities. As the
collection grows, so does the responsibility and the level of
administrative attention neededi

e. The need for corsmmication among the disparate units responsible
for collection development necessitates a level of responsibility
in the position that will allow the flow of information in all
directions.

f. The budget for collection development is a significant part of
the library budget and all areas of the library concerned with
materiala are allocated funds from this budget.

g. It is necessary_that one person be in a position of authority to
adVindate the collectRrldevelopment needs of the University.

h. Comparale position exist at sister UC campuses and at
other ARL libraries.

RECCMENDATION: The position now designated "Collection Development
Officer" should be revised to Assistant University Librarian for
Collection Development.

3 . Zhe-Scope-of-respons-ibility of the proposed Assistant University
Librarian- for- Collciction Wevelorment: The responsibilities and scope
of the position should be parallel to the scope and responsibilities of
the other Asfjociate/Assistant University Librarians. The proposed
position change should include, in addition to the core
responsibilities, participation in the administrative group and gmeral
management of the Library.



RECOMMENDATION: The position profile should contain the following
concepts:

Uhder the gmmeral direction of the University Librarian, responsible
for coordinating and developing library-wide operations related to
collection development, in order to assure relevancy to campus programs
and to assure consistency and quality of collections in all campus
libraries.

As the Assistant University Librarian for Collection Develorment, has
responsibility and authority for the management of the library
materiald buder; for the developmemt of policies relating to the
Library's collecting activities; for the planning, development, and
management of the Library's collections; for liaison with faculty
regarding selection and deselection of libranrnmterials.

Represents the Library in appropriate system-wide and campus
argirdzations and other ompemetimpventtmes.

Shares in the reapcxmdbility for the recruitimmt, selection, hiring,
orientation, training, and evaluation of reference/bibliographer
librarians.

Participates in the making of policy for the Library as a member of the
Administrative Group and the Council of Department Beads.

Directs staff as necessary to accomplish stated responsibilities.

Performs other duties as required.

4. of the Assistant Universi Librarian for Collection
Develornent in the-Library administrative structure: The proposed
AUL/CD should be on an equal level with the other Assistant University
Librarians and should take equal responsibility with them in the
general administration of the library including formulating library-
wide plans and policies.

RECOMMENDATION: The proposed AUL/CD shoull be included in the
administrative group as a full member on an equal basis the other
Assistant University Librarians.

5. The rIace-of-GJUMms-and IN:shame in the Library: Gifts and Exchange
should be considered a mode of acquisition and should be a section of
the h=quisitions Department. As with all acquisitions modes; close
continuing coordination with collection developnent activities is
essential.

RECOMMENDATION: Gifts and Mtnbange dhould be an administrative unit of
the Acquisitions Department;
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The place-of -Acquisitions in the Library administrative structure:
Since the collection development end reference functions have been
combined it is necessary to position the acquisitions function within
the library.

RECOMMENDATION: Acquisitiorgii should be a full depariment of the
Library and should report directly to the Assistant University
Librarian for Tedanima Smrvices.

7. Collection Development Advisory Committee: At one point in the past
there was a Collection Development Committee, composed of
bibliographers and heads of departments affected by collection
development decisions, and a Bibliographers Group. Over a period of
time the Edbliammil*ers Group has superseded the Collection Development
Committee. There is a need for structured communication among the
various constituencieq related to collection development. The
formulation and imolementation of policy dunands that there be clear
and adequate tmonunication both upward and downward. The structure
that prymides the comminication channels needs both flexibility and
continuity.

RECOMMENDATION: The Collection Development COMMittee should be
reconstituted using the strOdthre prOptited in the MeMoranduth from
Merlon Buzzard to Calvin 3.jkiyer dated 2 Ottober 1985_(Attadhed as
Appendix 1). A clearly Stated charge shoilld be given to the cottittee;
In the makeug of the coMftittee it iS suvgested that the headS Of
Special Collections, Reference, Serials, and Cataloging he reconsidei*d
as permanent members and the option be established that designates
could serve instead of the heads of the departmentS.

8. Bibliaaraphers' Pbrum It is essential that All involved in the
collection development (including branch staff) be involved in the
ente rrpise. This kind of forum will meet the larger ccaumnication
needs of all the collection development staff. Such a, group will offer
the opportunity to maintain a constant information flow to the same
people at the same time. It wdll encourage commitment on the parts of
all involved. The forum Will also act as an operational group and will
provide an educational role. It will increase the understanding of the
roles of separate units; It will also serve as the informational body
to provide background for decision making. Topics for discussion will
include shared purchases, major purchases, interdisciplinary funds,
NCIP, general collectionuatters, storage, and other common concerns.

RECCMWATION: The Bibliographers Forum should be constituted with
the proposed AUL/CD as tkw chair. A charge for the group should be
written and presented to the University Librarian for approval.

9. The involvement of the proposed -AssistantUnivemitT Librarian for
Collection Devel =IL in the review It is essential that the
proposed AUL/CD be significantly involved in the review process of
librarians concerned with collection development. It is necessary that
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the person responsible for collection development make an a
oaribeamtion to the review file in the same manner that the review
initiator does. Only in this way will collection deveIorment work be
reviewed at the proper level.

RECOMMENDATION: Close cooperation between the review initiator and the
proposed AUL/CD is essential; the proposed AUL/CD and the review
initiator should coordinate in developing the review dossier. The
proposed AUL/CD should contribute to each librarian's dossier who is
involved in the collection development process. The written statement
of the proposed AUL/CD should be included verbatim in the review
initiator's letter. Both should review the dossier with the liurarian
being reviewed.

1 . The proposed Assistant University Librarian for Collection Development
should be given adequate support services: The proposed position will
require adequate support. Consideration should be given to half-time
librarian support. This position should be a collection development
librarian at the early career stage. Since the work that the assistant
would perform Il be in a supportive role, it is not necessary that a
senior librarian be involved. Consideration should also be given to
rotating the position among collection deaelcpment librarians. Typical
projects would include: NCIP, outside programs, collection
evaluations, shared purchases, approval plan mop-up, shelf-list counts,
and weeding projects. Secretarial assistance will also be needed.

RECOMMEATION: A half-time position should be made available to
support the proposed AUL/CD This position should be an early-career-
stage librarian. Secretarial assistance should also be provided.

. Other considerations: Several items that do not carry recommendations
are:

a. The proposal above should be given open hearings and should be
discussed by the Librarians Association of the University of
California, Irvine, by the Council of Department Beads, by the
bibliographers as a group, and by a personal response from the
current C011ectionnevelopment Officer.

b. Consideration should be give to a review of the general
administrative structure of the Library, particularly the extent
of the Assistant Univeasity Librarians in the mamagmemt of the
Library. A/so, comideration should be given to wcpandUng the
administrative group.

c. In addition to the principal duties as described in the position
profile, the Library may also want to consider other departments
or functions that might be appropriate to report to the proposed
position.

cc: Collection Development Tadk Group
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